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PREFACE 

Designed  for  use  at  168  DoD  hospitals,  the  Auto¬ 
mated  Quality  of  Care  Evaluation  Support  System 
(AQCESS)  is  an  interactive,  menu-driven  patient 
administration  and  quality  assurance  computer 
system.  The  system  is  composed  of  four 
subsystems,  three  of  which  are  functional 
(Admission  and  Disposition,  Clinical  Records, 
and  Quality  Assurance).  These  subsystems  allow 
the  entry,  updating,  and  display  of  data,  as 
well  as  the  production  of  reports  for  MTF's  and 
higher  command.  The  fourth.  System  Management, 
is  separate  from  the  functional  areas  of  AQCESS 
and  allows  regulation  of  AQCESS  operations  and 
security. 

Accompanying  installation  of  AQCESS  at  your  hos¬ 
pital  is  a  fully-developed  AQCESS  Training  Pro¬ 
gram,  which  includes  several  components.  These 
are  designed  to  support  you  through  the  formal 
AQCESS  training  period  and  as  you  continue  to 
learn  how  to  use  AQCESS  to  perform  specific 
processing  tasks. 

Training 
Directory 


The  AQCESS  training  directory 
works  exactly  the  same  as  the 
live  system.  You  can  sign  on 
to  the  system  using  a  training 
user  ID  and  password  and  per¬ 
form  all  of  the  data  entry  and 
processing  tasks  that  you  will 
be  performing  in  the  live  sys¬ 
tem.  The  training  system  is 
completely  separate  from  the 
live  hospital  database. 
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AQCESS  Training 
Database 


TUTOR  ME 


AQCESS  User 
Manual 


AQCESS  Training 
Aids 


AQCESS  Packets 


A  training  database  can  be 
loaded  into  the  training 
directory  by  the  system  mana¬ 
ger.  This  database  contains 
sample  patient  data  which  can 
be  used  to  practice  the  sys¬ 
tem's  information  processing 
capabilities. 

An  online  tutorial  that  con¬ 
sists  of  lessons  that  describe 
the  functions  and  features  of 
AQCESS. 

Appendixes  provide  detailed 
information  about  individual 
fields,  screens,  and  reports 
for  each  subsystem. 

Provide  a  self- instructional 
tool  for  learning  AQCESS.  A 
separate  Training  Aid  is  avai¬ 
lable  for  each  subsystem;  each 
one  includes  detailed  step-by- 
step  procedures  for  use  of  the 
subsystem,  "Points  to  Remem¬ 
ber,"  that  highlight  key 
information,  and  "Checkpoints" 
that  enable  you  to  monitor 
your  learning  progress.  The 
Training  Aids'  introductions 
are  designed  for  use  with 
TUTOR  ME. 

Contains  practice  cases  for 
you  to  learn  the  processing 
functions  of  the  system. 
These  are  provided  by  your 
system  manager. 
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AQCESS  A&D  Contains  a  paper  or  "hard"  co- 

Report  Packet  py  of  reports  that  are  gen¬ 

erated  by  AQCESS. 


Quick  Guide  Provides  a  means  to  quickly 

reference  AQCESS  processing 
and  data  entry  features. 


AQCESS  Trainer  Provides  instructions  to  the 

Guide  trainer  for  delivering  user 

training.  Incorporates  the 
the  packets  and  training 
database. 


As  an  integral  component  of  the  AQCESS  Training 
Program,  this  Training  Aid  is  designed  to  pro¬ 
vide  you  with  general  information  about  AQCESS 
and  detailed  procedures  that  address  use  of  its 
Quality  Assurance  subsystem. 

Section  1  introduces  AQCESS,  its  use,  and  its 
features  while  Section  2  provides  an  overview  of 
Quality  Assurance  processing. 

Sections  3  through  12  present  the  Quality 
Assurance  functions.  Each  is  addressed  in  a 
separate,  tabbed  section.  The  first  page  of 
each  tabbed  section  outlines  the  function's 
procedures;  this  outline  is  followed  by  an 
illustration  of  the  appropriate  screen.  Facing 
the  screen  is  an  overview  of  the  function  which 
provides  access  instructions,  an  outline  of  its 
purpose,  and  a  brief  description  of  the  func¬ 
tion.  Then  each  procedure  related  to  the  func¬ 
tion  is  explained  in  detail.  Actions  you  take 
are  signified  by  a  bullet;  those  performed  by 
AQCESS  are  enclosed  in  boxes. 
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1.0  INTRODUCTION 


This  section  of  the  Admission  and  Disposition 
Training  Aid  provides  an  overview  of  AQCESS,  its 
use,  and  its  features.  Sign-on  procedures  for 
the  AQCESS  tutorial,  TUTOR  HE,  are  included. 

1.1  INTRODUCTION  TO  AQCESS 


AQCESS,  the  Automated  Quality  of  Care  Evaluation 
Support  System,  is  a  computerized  system  in¬ 
tended  to  support  quality  of  care  and  patient 
administration  processing.  This  system  has 
three  basic  objectives: 

o'  To  improve  Che  quality  and  timeliness  of 
the  evaluation  of  health  care; 

o  To  support  Patient  Administration  func¬ 
tions; 

o  To  support  Clinical  Records  processing. 

AQCESS  will  make  it  easier  for  MTF  personnel  to 
keep  and  process  accurate  data,  and  make  that 
data  available  to  system  users  who  need  it. 
Specifically,  AQCESS  can  help  HTF  personnel: 

o  Register,  admit,  and  disposition  pa¬ 
tients; 

o  Keep  track  of  patients’  ward,  clinical 
service,  and  physician  assignments; 

o  Track  patients  who  are  absent  from  the 
MTF; 
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o  Complete  the  medical  record  and  prepare 
monthly  reports  for  submission  to  higher 
command ; 

o  Maintains  ward  status  records  to  manage 
bed  resources; 

o  Produce  forms  and  reports  for  individual 
patients  and  for  the  MTF  as  a  whole; 

o  Monitor  quality  of  care  indicators,  and 
identify  occurrences  that  could  ad¬ 
versely  affect  the  quality  of  health 
care; 

o  Identify,  document,  and  track  quality  of 
care  problems; 

o  Maintain  provider  profile  and  clinical 
indicator  data. 

o  Support  Accounting  Office  administrative 
and  reporting  functions; 

o  Calculate  patient  charges  based  on  A&D 
data; 

o  Support  automated  accounting  with  online 
payment  posting  and  one-time  charge 
posting; 

o  Support  recording  of  Dining  Hall  monies 
and  reporting  of  Group  Meal  sales; 

o  Automatically  distribute  payments  to 
accounting  funds  and  create  cash 
collection  vouchers; 
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o  Provide  automated  reporting  necessary  to 
manage  the  accounting  function; 

o  Provide  outpatient  clinics  with  a  method 
of  appointing  an  individual  patient  to  a 
specific  health  care  provider  as  opposed 
to  a  block-scheduled  clinic; 


o  Maintain  a  complete  history  of  a  pa¬ 
tient's  inpatient  and  outpatient  care  at 
the  facility;  and, 

o  Create  and  maintain  unique  AQCESS 
reports. 


AQCESS  accomplishes  its  objectives  through  the 
following  subsystems: 

o  Admission  and  Disposition  (AAD) 
o  Clinical  Records  (CR) 
o  Quality  Assurance  (QA) 
o  System  Management  (SM) 
o  Medical  Services  Accounting/Business 
Office  (MSA/Business  Office) 
o  Appointing  and  Scheduling  Module  of  the 
Outpatient  Encounter  subsystem  (A&S) 
o  Ad  Hoc  Report  Generator  (Ad  Hoc). 


Figure  1-1  shows  the  functions  related  to  each 
AQCESS  subsystem. 

/T" 

v! 

V _ 
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ADMISSION  it  DISPOSITION  SUBSYSTEM 

Patient  Identification  (PTID) 

Registration 

Admission 

Transfer 

Disposition 

Correction  Management 

Bed  Management 

Inpatient  History 

Patient  Inquiry 

R/ADT  Reports 

CLINICAL  RECOROS  SUBSYSTEM 

Clinical  Records 
Clinical  Records  Reports 

QUALITY  ASSURANCE  SUBSYSTEM 

Quality  Assurance 
Profiling 

SYSTEM  MANAGEMENT  SUBSYSTEM 
System  Management 

MEDICAL  SERVICES  ACCOUNTING  SUBSYSTEM 
Cashier  Processing 
Medical  Services  Accounting 
MSA/Business  Office  Reports 

APPOINTING  &  SCHEDULING 

Appointing  and  Scheduling  Module 

AD  HOC  REPORT  GENERATOR  SUBSYSTEM 


FIGURE  1-1  AQCESS  SUBSYSTEMS 
AND  FUNCTIONS 
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1.2  GUIDE  TO  AQCESS  USE 

AQCESS  allows  online  entry,  updating,  or  display 
of  data  using  a  computer  terminal.  It  also 
provides  for  paper,  or  "hard,"  copy  production 
of  data  in  report  format  using  a  printer. 

1.2.1  USE  OF  THE  DEC  TERMINAL  AND  PRINTER 

A  terminal  is  a  tool  you  use  consisting  of  a 
keyboard,  which  looks  like  a  sophisticated  type¬ 
writer  keyboard,  and  a  Cathode  Ray  Tube  (CRT), 
which  resembles  a  television  screen.  The  parti¬ 
cular  terminal  used  for  AQCESS  is  manufactured 
by  Digital  Equipment  Corporation,  so  it  is  re¬ 
ferred  to  as  a  DEC  terminal.  The  DEC  printer,  a 
stand-alone  unit,  looks  like  a  typewriter  with¬ 
out  keys.  Together  these  pieces  of  equipment 
allow  you  to  use  AQCESS. 

The  keyboard  is  used  to  type,  edit,  and  store 
data.  In  addition  to  the  letter  and  number 
keys,  this  keyboard  has  other  keys  that  you  use 
to  communicate  with  the  computer  about  the  data 
you  type.  Figure  1-2  summarizes  the  use  of 
these  keys.  For  more  information,  see  TUTOR  HE, 
Lesson  2. 

The  CRT  screen  allows  you  view  data  displayed  by 
the  system  and  to  see  data  as  you  enter  it  in 
AQCESS. 

The  printer  is  used  to  produce  hard  copies  of 
the  data  you  see  on  the  CRT  screen  or  data 
generated  by  the  system. 
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AQCESS  can  select  and  format  data  and  print  it 
in  the  form  of  reports  for  use  in  your  MTF  and 
for  submission  to  higher  command.  This  will 
eliminate  the  hours  of  work  involved  in  manually 
preparing  reports.  And  since  production  is  fas¬ 
ter,  reports  can  be  more  timely  and  more  useful 
to  MTF  staff. 

Each  terminal  is  set  to  default  to  a  printer 
specified  by  the  system  manager.  The  default 
printer  will  print  "hard"  copies  of  the  screens 
when  you  press  the  control  key  with  P. 

For  each  terminal,  reports  will  be  sent  to  print 
at  a  printer  specified  by  the  system  manager. 

Products  such  as  admission  forms  and  cards  will 
also  be  set  to  print  at  a  specific  printer. 

Your  system  manager  is  responsible  for  managing 
the  system  and  setting  up  the  printers. 

Ask  your  supervisor  or  system  manager  to  demon¬ 
strate  how  the  printer  is  loaded  with  paper  or 
forms  and  to  indicate  what  other  procedures  are 
required  for  using  this  equipment. 
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Name  & 
Symbol 

Used 

With 

When  You  Press  this  Key: 

Return 

Cursor  moves  from  field  to 
field.  Used  at  the  end  of  a 
screen,  Return  transmits  the 
data  entered  to  the  system  for 
storage. 

Shift 

Many 

Keys 

The  top  character  of  a  two- 
character  key  is  entered,  as 
on  a  standard  typewriter. 

Help 

The  screen  displays  informa¬ 
tion  about  the  data  field  you 
are  in,  such  as  length,  type, 
and  format  of  the  data  you  can 
enter.  Also  displays  codes 
that  can  be  entered  in  that 
field. 

Explain 

Error 

The  screen  displays  a  detailed 
explanation  of  the  error  mes- 
saqe  that  is  beinq  displayed. 

Back-up 

Cursor  moves  back  one  field  at 
a  time.  Cursor  must  be  at  the 
first  character  of  the  field 
when  you  press  Back-up.  This 
key  doesn't  work  at  the  first 
field  on  the  screen. 

Entry 

Done 

Cursor  skips  the  remaining 
fields  on  the  screen  and  moves 
to  ENTER  SELECTION  at  the 
bottom  of  the  screen. 

FIGURE  1-2  SPECIAL  FUNCTION  KEYS 
(PAGE  1  of  2) 
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Name  & 
Symbol 

Used 

With 

When  You  Press  this  Key: 

ALL 

Shift 

Cursor  moves  from  bottom  of 
screen  to  the  first  accessible 
field  on  the  screen;  you  can 
access  any  updateable  field  on 
the  screen  and  enter  data. 

Oelete 

DEL 

Cursor  backs  up  one  space  and 
deletes  whichever  letter  occu¬ 
pied  that  space.  Used  to  de¬ 
lete  typographical  errors  that 
were  just  entered. 

Clear 

Data 

Shift 

All  the  data  entered  in  a 
field  is  erased.  Cursor  must 
be  at  the  first  character  in  a 
field  when  this  key  is 
pressed. 

Cancel 

Shift 

The  system  abandons  what  you 
have  been  doing.  No  data 
entered  immediately  before 
cancelling  is  stored.  You 
return  to  the  previous 
processing  function  or  screen. 

CTRL 

P 

The  screen  being  displayed  is 
printed  at  the  printer  asso¬ 
ciated  with  your  terminal. 

FIGURE  1-2  SPECIAL  FUNCTION  KEYS 
(PAGE  2  OF  2) 
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1.2.2  SYSTEM  FEATURES 

AQCESS  enhances  the  information  processing  capa¬ 
bilities  of  your  facility  with  cl.ear,  easy-to- 
use,  automated  procedures;  editing  mechanisms 
that  help  ensure  the  accuracy  of  entered  data; 
and  security  features  that  protect  the  informa¬ 
tion  contained  in  the  system. 


1.2. 2.1  AqCESS  SCREENS 

Your  CRT  displays  data  in  a  predetermined  for¬ 
mat,  called  a  screen.  Areas  of  the  screen  where 
data  can  be  typed  or  displayed  are  called 
fields.  The  cursor  is  a  blinking  rectangle  that 
shows  you  where  the  first  character  of  data  will 
be  entered. 

AQCESS  screens  are  designed  consistently  to  fa¬ 
cilitate  entry  of  data.  The  name  of  the  screen 
is  displayed  in  the  upper  left  corner;  the  cur¬ 
rent  date  and  time  is  displayed  in  the  upper 
right  corner.  Screen  selections  and  options  are 
separated  from  the  screen's  fields  by  a  dotted 
line.  Messages  are  displayed  at  the  bottom  of 
the  screen. 

There  are  two  types  of  screens:  menu  screens 
and  data  entry  screens.  Menu  screens  list  func¬ 
tions  you  can  perform  and  allow  you  to  choose  a 
function  by  entering  the  letter  or  number  repre¬ 
senting  it  in  a  selection  field. 

Data  entry  screens  are  arrangements  of  fields  in 
which  you  can  enter  data  or  where  entered  data 
is  displayed.  The  lower  portion  of  most  data 
entry  screens  contains  a  sub-menu  listing  func¬ 
tions  you  can  perform  at  this  screen. 
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A  screen  segment  is  a  group  of  related  data 
fields  that  can  replace  part  of  a  data  entry 
screen.  The  area  in  which  alternate  screen  seg¬ 
ments  can  be  displayed  is  called  a  screen 
window. 

Some  fields  on  screens  are  required,  meaning 
that  you  must  enter  data  in  them.  If  data  is 
not  entered  in  a  required  field,  an  error  mes¬ 
sage  will  be  displayed.  On  the  other  hand,  some 
fields  cannot  be  used  because  they  do  not  apply 
to  your  military  department;  you  will  not  be 
able  to  access  these  fields. 

Examples  of  AQCESS  screens  appear  throughout 
this  Training  Aid,  illustrating  the  Clinical 
Records  functions. 


1.2. 2. 2  ENTERING  AND  UPDATING  AQCESS  DATA 

Usually,  the  first  time  you  access  a  screen,  the 
cursor  will  be  positioned  at  the  first  field 
where  you  can  enter  data.  You  must  begin  your 
entry  at  the  first  character  in  the  field. 

You  can  update,  or  change  data  on  a  screen  by 
typing  over  it.  To  move  the  cursor  to  a  field 
you  wish  to  update,  you  can  (1)  type  the  name  of 
that  field  or  part  of  the  name  at  ENTER  SELEC¬ 
TION  and  press  Return.  When  you  have  entered 
the  update,  the  cursor  will  return  to  ENTER 
SELECTION.  Or  (2)  you  can  type  ALL  to  go  to 
each  field  on  the  screen.  The  cursor  will  re¬ 
turn  to  ENTER  SELECTION  after  the  last  field  on 
the  screen. 
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When  you  have  finished  an  initial  data  entry  or 
an  update,  the  cursor  is  at  ENTER  SELECTION.  To 
store  the  data  you  have  just  entered,  press  Re¬ 
turn.  No  data  is  actually  stored  on  the  system 
until  you  do  this. 

1.2. 2. 3  SYSTEM  EDITS 

As  you  enter  data,  AQCESS  edits,  or  checks,  it 
protect  the  integrity  of  AQCESS  dat;a.  There  are 
three  types  of  edits:  validity,  consistency, 
and  final  edits. 

Validity  edits  are  performed  as  you  enter  data 
in  each  field.  These  edits  determine  whether 
the  data  you  enter  fits  the  parameters  set  up 
for  the  individual  field.  For  example,  if  you 
enter  a  date  such  as  March  35th  (where  the  date 
is  greater  than  31 )  or  a  Social  Security  Number 
such  as  123-AB-4566  (where  letters  are  included 
in  a  field  that  only  allows  numbers),  validity 
edits  will  detect  this  as  an  error. 

For  some  fields  there  is  a  list  of  codes  that 
can  be  entered  (this  list  is  called  a  system 
table).  Validity  edits  determine  whether  the 
code  you  entered  exists  in  the  table. 

When  you  enter  invalid  data,  a  beep  sounds  and 
an  error  message,  such  as  INVALID  ENTRY,  appears 
at  the  bottom  of  the  screen  along  with  a  des¬ 
cription  of  the  kind  of  data  or  a  list  of  codes 
that  can  be  entered.  The  cursor  goes  to  the  be¬ 
ginning  of  the  incorrect  field,  and  you  must  en¬ 
ter  valid  data  before  you  can  go  on.  (You  can 
press  Return  and  that  field  will  be  redisplayed 
with  the  data  it  contained  previously  or  it  will 
be  blank. ) 
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Consistency  edits  are  performed  after  you  have 
completed  data  entry  on  an  entire  screen.  Con¬ 
sistency  edits  check  whether  relationships  be¬ 
tween  data  entered  in  different  fields  are  cor¬ 
rect,  since  data  entered  in  one  field  may  be  in¬ 
consistent  with  data  entered  in  another  field. 
For  example,  when  you  indicate  in  one  field  that 
a  patient's  status  is  active  duty  and  in  another 
field  that  the  patient  is  12  years  old,  a  con¬ 
sistency  edit  detect  this  as  an  error. 

When  a  consistency  error  is  found,  an  error  mes¬ 
sage  is  displayed  and  the  cursor  moves  to  the 
first  field  in  the  inconsistent  relationship. 
If  you  press  Return,  the  cursor  will  go  to  the 
next  field  involved  in  the  error.  You  can 
change  any  of  the  fields  involved.  When  the 
error  is  corrected,  the  cursor  returns  to  ENTER 
SELECTION. 


Usually  you  must  correct  a  consistency  error  be¬ 
fore  you  can  go  on.  Occasionally  you  are  given 
a  warning  of  a  condition  that  may  or  may  not  be 
inconsistent.  Warning  error  messages  are  fol¬ 
lowed  by  the  question,  OVERRIDE?  To  override 
the  message  and  indicate  that  this  data  is 
actually  correct,  enter  Y. 

The  Clinical  Records  subsystem  also  performs 
edits  on  completed  clinical  records.  These 
final  edits  check  the  CR  data  against  the  A&D 
data  to  verify  that  the  information  is  correct. 
Errors  are  indicated  on  an  error  list.  You  must 
correct  any  errors  either  in  AAD  or  CR  before 
the  record  can  be  approved. 


_  ./ 
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1.2. 2. 4  AQCESS  SECURITY 

Because  AQCESS  processes  highly  sensitive  data 
on  patient  care,  a  number  of  provisions  have 
been  designed  to  protect  the  security  of  the 
data  in  the  system.  Among  these  features  are 
user  ID  and  password,  time  out,  predesignated 
terminal  capabilities,  and  secure  reports. 

Each  user  is  assigned  a  private  user  ID  and 
password,  which  are  used  to  gain  access  to  the 
system.  Associated  with  each  user  ID  and  pass¬ 
word  are  the  system  capabilities  this  user  is 
authorized  to  perform. 

Screens  "time  out,"  or  are  erased  from  the  CRT, 
if  no  data  is  entered  or  no  function  key  is 
pressed  within  a  specified  length  of  time.  This 
prevents  unattended  terminals  from  being 
accessed  by  unauthorized  personnel. 

The  capabilities  that  can  be  performed  at  each 
terminal  are  also  designated. 

Some  reports  are  defined  as  "secure"  reports  and 
may  only  be  printed  on  the  primary  printer  for 
the  report. 
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1.3  AQCESS  TUTORIAL  SIGN-ON  PROCEDURE 

The  preceding  sections  of  this  Training  Aid  pro¬ 
vide  a  general  introduction  and  overview  to 
AQCESS.  This  section  serves  to  introduce  you  to 
the  AQCESS  tutorial,  so  you  can  use  TUTOR  HE  and 
this  Training  Aid  together  to  learn  AQCESS. 

Since  you  will  be  using  the  AQCESS  on-line  tu¬ 
torial,  TUTOR  ME,  as  a  first  step  in  learning 
the  system,  you  should  know  how  to  sign  on  to 
the  tutorial.  Look  at  the  AQCESS  terminal 
screen.  You  should  see  the  words  USER  ID  and 
below  it,  the  word  PASSWORD.  You  should  also 
see  a  ret  angular  blinking  block  by  USER  ID. 
This  block  is  called  the  cursor  and  it  shows  you 
when  you  are  on  the  screen.  To  sign  on: 

o  Type  the  word  TUTOR. 

o  Find  the  Return  key  on  the  keyboard  and  press 
it. 

o  Type  the  word  HE. 
o  The  screen  should  look  like  this: 


USER  ID  TUTOR 
PASSWORD  ME 


o  Press  Return. 

o  You  are  now  signed  on  to  the  system  in  the 
AQCESS  tutorial. 
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o  Press  Return  again. 

o  You  should  see  a  list  of  the  lessons  provided 
in  the  AQCESS  tutorial.  These  lessons  are  as 
follows: 

1.  INTRODUCTION 

2.  LEARNING  YOUR  KEYBOARD 

3.  SCREEN  PROCESSING 

4.  DATA  ENTRY  AND  EDITING 
3.  DATA  ENTRY  SHORTCUTS 
6.  SYSTEM  FUNCTIONS 

You  will  complete  many  of  these  lessons  as  part 
of  your  training  program.  To  see  the  first 
tutorial,  INTRODUCTION,  find  the  number  1  on 
your  keyboard  and  press  it.  Follow  the  instruc¬ 
tions  on  the  screen  for  completing  the  tutorial. 
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1.4  THE  MAILBOX  FUNCTION 


ACCESS  The  Mailbox  function  is  accessed  by 

entering  MX  on  the  User  Entry  Menu. 

PURPOSE  The  Mailbox  function  enables  you  to 

send  ’mail'  to  other  users.  Mes¬ 
sages  can  be  viewed  on  the  screen 
or  printed  on  paper,  acknowledged 
(returned  to  sender  with  or  without 
notation),  and  deleted. 


DESCRIPTION  The  Mailbox  function  is  comprised 
of  two  screens:  the  Mailbox  Message 
Screen  and  the  Mailbox  Candidate 
Message  Screen.  The  Mailbox  Mes¬ 
sage  Screen  is  used  to  send, 
acknowledge,  or  delete  a  message. 
The  Mailbox  Candidate  Message 
Screen  is  used  to  select  a  particu¬ 
lar  message  from  a  group  of  mes¬ 
sages  for  viewing. 

OPTIONS  On  the  Mailbox  Message  Screen: 

1  -  DELETE  MESSAGE  enables  you  to 

delete  a  message  from  your 
mailbox. 

2  -  ACKNOWLEDGE  MESSAGE  enables  you 

to  communicate  to  a  sender  that 
you  have  receive  his  or  her 
message. 
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3  -  ACKNOWLEDGE /DELETE  MESSAGE  en¬ 
ables  you  to  acknowledge  a 
message  and  to  delete  it  from 
your  mailbox. 

On  the  Mailbox  Candidate  Message 

Screen: 

S  -  SEND  A  MESSAGE  enables  you  to 
send  a  new  message.  This  op¬ 
tion  is  used  to  access  a  blank 
Mailbox  Message  Screen. 
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1.4.1  TO  SEND  A  MESSAGE 


o  Enter  MX  on  the  User  Entry  Menu  Screen. 
Press  Return. 


The  Maibox  Menu  Screen  is  displayed.  The  FROM 
field  defaults  to  your  User  ID.  The  DATE/TIME 
Of  MESSAGE  field  defaults  to  the  current  date 
and  time.  The  cursor  is  at  the  TO  field. 


a  Enter  the  User  ID  of  the  individual  who 
should  receive  your  message.  Press 
Return. 


The  cursor  moves  to  MESSAGE  SUMMARY. 


o  Enter  a  short  description  of  the 
message.  Press  Return. 


The  cursor  moves  to  the  first  character  posi¬ 
tion  of  the  message  box. 


o  Enter  the  message.  Press  Entry  Done 
when  the  message  is  complete. 
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The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  send  the  message  to  the 
receiver. 


The  User  Entry  Menu  Screen  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 
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1.4.2  TO  VIEW  A  MESSAGE 


If  you  have  a  message  in  your  mailbox,  the 
system  will  display  the  following  at  the 
bottom  of  the  User  Entry  Menu  Screen:  MAILBOX 
MESSAGES  WAITING  -  ENTER  MX  FOR  MAILBOX 
FUNCTION. 


o  Enter  MX  at  ENTER  SELECTION.  Press 
Return. 


The  Mailbox  Candidate  Messages  Screen  i3 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  the  number  identifying  the  message 
you  wish  to  view.  Press  Return. 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


Note:  Only  10  messages  can  be 
listed  on  the  Mailbox  Candi¬ 
date  Messages  Screen  at  one 
time.  If  you  have  accumu¬ 
lated  10  messages,  the  sys¬ 
tem  will  notallow  you  to 
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MAILBOX  MESSAGES  OAIE 

PERSONAL  DATA  -  PRIVACY  ACT  Of  1*74 


Tint 


List  NA*C  Of  SENDER  »€SSACE  $l#WARV  OATE/TIME  SENT 

0  _  _  _ 

1  _ _  _  _ 

2  _  _  _ 

J  _  _  _ 

»  _ _  _  _ 

*  _  _  _ 

6  _  _  _ 

7  _  _  _ 

a  _  _  _ 

9  _  _  _ 


(0*1]  MESSAGE  SELECTED 


S  -  SCNO  NEW  MESSAGE 


ENTER  SELECTION! 


FIGURE  1.4  MAILBOX  CANDIDATE  MESSAGE  SCREEN 
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PREFACE 

Designed  for  use  at  168  DoD  hospitals,  the  Auto¬ 
mated  Quality  of  Care  Evaluation  Support  System 
(AQCESS)  is  an  interactive,  menu-driven  patient 
administration  and  quality  assurance  computer 
system.  The  system  is  composed  of  four 
subsystems,  three  of  which  are  functional 
(Admission  and  Disposition,  Clinical  Records, 
and  Quality  Assurance).  These  subsystems  allow 
the  entry,  updating,  and  display  of  data,  as 
well  as  the  production  of  reports  for  MTF's  and 
higher  command.  The  fourth,  System  Management, 
is  separate  from  the  functional  areas  of  AQCESS 
and  allows  regulation  of  AQCESS  operations  ano 
security. 

Accompanying  installation  of  AQCESS  at  your  hos¬ 
pital  is  a  fully-developed  AQCESS  Training  Pro¬ 
gram,  which  includes  several  components.  These 
are  designed  to  support  you  through  the  formal 
AQCESS  training  period  and  as  you  continue  to 
learn  how  to  use  AQCESS  to  perform  specific 
processing  tasks. 

Training  The  AQCESS  training  directory 
Directory  works  exactly  the  same  as  the 

live  system.  You  can  sign  on 
to  the  system  using  a  Training 
User  ID  and  password  and  per¬ 
form  all  of  the  data  entry  and 
processing  tasks  that  you  will 
be  performing  in  the  live  sys¬ 
tem.  The  training  system  is 
completely  separate  from  the 
live  hospital  database. 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


AQCESS  Training 
Database 


TUTOR  ME 


AQCESS  User 
Manual 


AQCESS  Training 
Aids 


AQCESS  Packets 


A  training  database  can  be 
loaded  into  the  training 
directory  by  the  system  mana¬ 
ger.  This  database  contains 
sample  patient  data  which  can 
be  used  to  practice  the  sys¬ 
tem's  information  processing 
capabilities. 

An  online  tutorial  that  con¬ 
sists  of  leaaons  that  describe 
the  functions  and  features  of 
AQCESS. 

Appendixes  provide  detailed 
information  about  individual 
fields,  screens,  and  reports 
for  each  subsystem. 

Provide  a  self- instructional 
tool  for  learning  AQCESS.  A 
separate  Training  Aid  is  avai¬ 
lable  for  each  subsystem;  each 
one  includes  detailed  step-by- 
step  procedures  for  use  of  the 
subsystem,  "Points  to  Remem¬ 
ber,"  that  highlight  key 
information,  and  "Checkpoints" 
that  enable  you  to  monitor 
your  learning  progress.  The 
Training  Aids'  introductions 
are  designed  for  use  with 
TUTOR  ME. 

Contains  practice  cases  for 
you  to  learn  the  processing 
functions  of  the  system. 
These  are  provided  by  your 
system  manager. 
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AQCESS  AAD  Contains  a  paper  or  "hard"  co- 

Report  Packet  py  of  reports  that  are  gen¬ 

erated  by  AQCESS. 


Quick  Guide  Provides  a  means  to  quickly 

reference  AQCESS  processing 
and  data  entry  features. 


AQCESS  Trainer  Provides  instructions  to  the 

Guide  trainer  for  delivering  user 

training.  Incorporates  the 
the  packets  and  training' 
database. 


As  an  integral  component  of  the  AQCESS  Training 
Program,  this  Training  Aid  is  designed  to  pro¬ 
vide  you  with  general  Information  about  AQCESS 
and  detailed  procedures  that  address  use  of  its 
Admission  and  Disposition  subsystem. 

Section  1  introduces  AQCESS,  its  use,  and  its 
features  while  Section  2  provides  an  overview  of 
Admission  and  Disposition  processing. 

Sections  3  through  12  present  the  Admission  and 
Disposition  functions.  Each  is  addressed  in  a 
separate,  tabbed  section.  The  first  page  of 
each  tabbed  section  outlines  the  function's  pro¬ 
cedures;  this  ogtline  is  followed  by  an  illus¬ 
tration  of  the  appropriate  screen.  Facing  the 
screen  is  an  overview  of  the  function  which  pro¬ 
vides  access  instructions,  an  outline  of  its 
purpose,  and  a  brief  description  of  the  func¬ 
tion.  Then  each  procedure  related  to  the  func¬ 
tion  is  explained  in  detail.  Actions  you  take 
are  signified  by  a  bullet;  those  performed  by 
AQCESS  are  enclosed  in  boxes. 
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"Points  to  Remember"  (which  list  items  of  impor¬ 
tance)  and  "Checkpoints"  (which  help  you  monitor 
your  progress  as  you  learn  AQCESS)  are  included 
throughout  the  Training  Aid. 

To  train  yourself  to  use  AQCESS,  consult  the 
Admission  and  Disposition,  Clinical  Records,  and 
Quality  Assurance  Training  Aids  and  the  online 
tutorial,  TUTOR  HE.  Use  the  procedure  outlined 
in  Section  1.4  to  sign  on  to  the  tutorial.  Per¬ 
form  the  practice  exercises  provided  in  the  as¬ 
sociated  AQCESS  Packets  (which  are  available 
from  your  system  manager)  and  use  the  "Check¬ 
points"  provided  in  each  section  of  the  Training 
Aids  to  monitor  your  learning  progress.  Repeat 
exercises  and  review  procedures  whenever  you 
cannot  answer  a  "Checkpoint"  question  readily. 
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1.0  INTRODUCTION 


This  section  of  the  Admission  and  Disposition 
Training  Aid  provides  an  overview  of  AQCESS,  its 
use,  and  its  features.  Sign-on  procedures  for 
the  AQCESS  tutorial,  TUTOR  ME,  are  included. 


1.1  INTRODUCTION  TO  AQCESS 


AQCESS,  the  Automated  Quality  of  Care  Evaluation 
Support  System,  is  a  computerized  system  in¬ 
tended  to  support  quality  of  care  and  patient 
administration  processing.  This  system  has 
three  basic  objectives: 

o  To  improve  the  quality  and  timeliness  of 
the  evaluation  of  health  care; 

o  To  support  Patient  Administration  func¬ 
tions; 

o  To  support  Clinical  Records  processing. 

AQCESS  will  make  it  easier  for  MTF  personnel  to 
keep  and  process  accurate  data,  and  make  that 
data  available  to  system  users  who  need  it. 
Specifically,  AQCESS  can  help  MTF  personnel: 

o  Register,  admit,  and  disposition  pa¬ 
tients; 

o  Keep  track  of  patients'  ward,  clinical 
service,  and  physician  assignments; 

o  Track  patients  who  are  absent  from  the 
MTF; 
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o  Complete  the  medical  record  and  prepare 
monthly  reports  for  submission  to  higher 
command; 

o  Maintains  ward  status  records  to  manage 
bed  resources; 

o  Produce  forms  and  reports  for  individual 
patients  and  for  the  MTF  as  a  whole; 

o  Monitor  quality  of  care  indicators,  and 
identify  occurrences  that  could  ad¬ 
versely  affect  the  quality  of  health 
care; 

o  Identify,  document,  and  track  quality  of 
care  problems; 

o  Maintain  provider  profile  and  clinical 
indicator  data; 

o  Support  Accounting  Office  administrative 
and  reporting  functions; 

o  Calculate  patient  charges  based  on  A4D 
data; 

o  Support  automated  accounting  with  online 
payment  posting  and  one-time  charge 
posting; 

o  Support  recording  of  Dining  Hall  monies 
and  reporting  of  Group  Meal  sales; 

o  Automatically  distribute  payments  to 
accounting  funds  and  create  cash, 
collection  vouchers; 
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o  Provide  automated  reporting  necessary  to 
manage  the  accounting  function; 

o  Provide  outpatient  clinics  with  a  method 
of  appointing  an  individual  patient  to  a 
specific  health  care  provider  as  opposed 
to  a  block-scheduled  clinic; 

o  Maintain  a  complete  history  of  a 

patient's  inpatient  and  outpatient  care 
at  the  facility;  and, 

o  Create  and  maintain  unique  AQCESS 

reports. 

AQCESS  accomplishes  its  objectives  through  seven 
subsystems: 

o  Admission  and  Disposition  (A&O) 
o  Clinical  Records  (CR) 

o  Quality  Assurance  (QA) 

o  System  Management  (SM) 

o  Medical  Services  Accounting 
(MSA/Business  Office) 

o  Appointing  and  Scheduling  Module  of  the 
•Outpatient  Encounter  Subsystem  (A&S) 
o  Ad  Hoc  Report  Generator  (Ad  Hoc) 


Figure  1-1  shows  the  functions  related  to  each 
AQCESS  subsystem. 
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ADMISSION  &  DISPOSITION  SUBSYSTEM 

Patient  Identification  (PTID) 

Registration 

Admission 

Transfer 

Disposition 

Correction  Management 

Bed  Management 

Inpatient  History 

Patient  Inquiry 

R/A DT  Reports 

CLINICAL  RECORDS  SUBSYSTEM 
Clinical  Records 
Clinical  Records  Reports 

QUALITY  ASSURANCE  SUBSYSTEM 

Quality  Assurance 
Profiling 

SYSTEM  MANAGEMENT  SUBSYSTEM 
System  Management 

MEDICAL  SERVICES  ACCOUNTING  SUBSYSTEM 
Cashier  Processing 
Medical  Services  Accounting 
MSA/Business  Office  Reports 

AD  HOC  REPORT  GENERATOR  SUBSYSTEM 

OUTPATIENT  ENCOUNTER  SUBSYSTEM 

Appointing  and  Scheduling  Module 


FIGURE  1-1  AQCES5  SUBSYSTEMS 
AND  FUNCTIONS 
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1.2  GUIDE  TO  AQCESS  USE 

AQCESS  allows  online  entry,  updating,  or  display 
of  data  using  a  computer  terminal.  It  also 
provides  for  paper,  or  "hard,"  copy  production 
of  data  in  report  format  using  a  printer. 

1.2.1  USE  OF  THE  DEC  TERMINAL  AND  PRINTER 

A  terminal  is  a  tool  you  use  consisting  of  a 
keyboard,  which  looks  like  a  sophisticated  type¬ 
writer  keyboard,  and  a  Cathode  Ray  Tube  (CRT), 
which  resembles  a  television  screen.  The  parti¬ 
cular  terminal  used  for  AQCESS  is  manufactured 
by  Digital  Equipment  Corporation,  so  it  is  re¬ 
ferred  to  .as  a  DEC  terminal.  The  DEC  printer,  a 
stand-alone  unit,  looks  like  a  typewriter  with¬ 
out  keys.  Together  these  pieces  of  equipment 
allow  you  to  use  AQCESS. 

The  keyboard  is  used  to  type,  edit,  and  store 
data.  In  addition  to  the  letter  and  number 
keys,  this  keyboard  has  other  keys  that  you  use 
to  communicate  with  the  computer  about  the  data 
you  type.  Figure  1-2  summarizes  the  use  of 
these  keys.  For  more  information,  see  TUTOR  ME, 
Lesson  2. 

The  CRT  screen  allows  you  view  data  displayed  by 
the  system  and  to  see  data  as  you  enter  it  in 
AQCESS. 

The  printer  is  used  to  produce  hard  copies  of 
the  data  you  see  on  the  CRT  screen  or  data 
generated  by  the  system. 
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AQCESS  can  select  and  format  data  and  print  it 
in  the  form  of  reports  for  use  in  your  MTF  and 
for  submission  to  higher  command.  This  will 
eliminate  the  hours  of  work  involved  in  manually 
preparing  reports.  And  since  production  is  fas¬ 
ter,  reports  can  be  more  timely  and  more  useful 
to  MTF  staff. 

Each  terminal  is  set  to  default  to  a  printer 
specified  by  the  system  manager.  The  default 
printer  will  print  "hard”  copies  of  the  screens 
when  you  press  the  control  key  with  P. 

For  each  terminal,  reports  will  be  sent  to  print 
at  a  printer  specified  by  the  system  manager. 

Products  such  as  admission  forms  and  cai^ds  will 
also  be  set  to  print  at  a  specific  printer. 

Your  system  manager  is  responsible  for  managing 
the  system  and  setting  up  the  printers. 

Ask  your  supervisor  or  system  manager  to  demon¬ 
strate  how  the  printer  is  loaded  with  paper  or 
forms  and  to  indicate  what  other  procedures  are 
required  for  using  this  equipment. 
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Name  & 
Symbol 

Used 

With 

When  You  Press  this  Key: 

Return 

Cursor  moves  from  field  to 
field.  Used  at  the  end  of  a 
screen,  Return  transmits  the 
data  entered  to  the  system  for 
storaqe. 

Shift 

Many 

Keys 

The  top  character  of  a  two- 
character  key  is  entered,  as 
on  8  standard  typewriter. 

Help 

The  screen  displays  informa¬ 
tion  about  the  data  field  you 
are  in,  such  as  length,  type, 
and  format  of  the  data  you  can 
enter.  Also  displays  codes 
that  can  be  entered  in  that 
field. 

Explain 

Error 

The  screen  displays  a  detailed 
explanation  of  the  error  mes¬ 
sage  that  is  beinq  displayed. 

Back-up 

Cursor  moves  back  one  field  at 
a  time.  Cursor  must  be  at  the 
first  character  of  the  field 
when  you  press  Back-up.  This 
key  doesn't  work  at  the  first 
field  on  the  screen. 

Entry 

Done 

Cursor  skips  the  remaining 
fields  on  the  screen  and  moves 
to  ENTER  SELECTION  at  the 
bottom  of  the  screen. 

FIGURE  1-2  SPECIAL  FUNCTION  KEYS 
(PAGE  1  of  2) 
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Name  & 
Symbol 

Used 

With 

When  You  Press  this  Keys 

ALL 

Shift 

Cursor  moves  from  bottom  of 
screen  to  the  first  accessible 
field  on  the  screen;  you  can 
access  any  updateable  field  on 
the  screen  and  enter  data. 

Delete 

DEL 

Cursor  backs  up  one  space  and 
deletes  whichever  letter  occu¬ 
pied  that  space.  Used  to  de¬ 
lete  typographical  errors  that 
were  just  entered. 

Clear 

Data 

Shift 

All  the  data  entered  in  a 
field  is  erased.  Cursor  must 
be  at  the  first  character  in  a 
field  when  this  key  is 
pressed. 

Cancel 

Shift 

• 

The  system  abandons  what  you 
have  been  doing.  No  data 
entered  immediately  before' 
cancelling  is  stored.'  You 
return  to  the  previous 
processing  function  or  screen. 

CTRL 

P 

The  screen  being  displayed  is 
printed  at  the  printer  asso¬ 
ciated  with  your  terminal. 

FIGURE  1-2  SPECIAL  FUNCTION  KEYS 
(PAGE  2  OF  2) 
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1.2.2  SYSTEM  FEATURES 

AQCESS  enhances  the  information  processing  capa¬ 
bilities  of  your  facility  with  clear,  easy-to- 
use,  automated  procedures;  editing  mechanisms 
that  help  ensure  the  accuracy  of  entered  data; 
and  security  features  that  protect  the  informa¬ 
tion  contained  in  the  system. 


1.2. 2.1  AqCESS  SCREENS 

Your  CRT  displays  data  in  a  predetermined  for¬ 
mat,  called  a  screen.  Areas  of  the  screen  where 
data  can  be  typed  or  displayed  are  called 
fields.  The  cursor  is  a  blinking  rectangle  that 
shows  you  where  the  first  character  of  data  will 
be  entered. 

AQCESS  screens  are  designed  consistently  to  fa¬ 
cilitate  entry  of  data.  The  name  of  the  screen 
is  displayed  in  the  upper  left  corner;  the  cur¬ 
rent  date  and  time  is  displayed  in  the  upper 
right  corner.  Screen  selections  and  options  are 
separated  from  the  screen's  fields  by  a  dotted 
line.  Messages  are  displayed  at  the  bottom  of 
the  screen. 

There  are  two  types  of  screens:  menu  screens 
and  data  entry  screens.  Menu  screens  list  func¬ 
tions  you  can  perform  and  allow  you  to  choose  a 
function  by  entering  the  letter  or  number  repre¬ 
senting  it  in  a  selection  field. 

Data  entry  screens  are  arrangements  of  fields  in 
which  you  can  enter  data  or  where  entered  data 
is  displayed.  The  lower  portion  of  most  data 
entry  screens  contains  a  sub-menu  listing  func¬ 
tions  you  can  perform  at  this  screen. 
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A  screen  segment  is  a  group  of  related  data 
fields  that  can  replace  part  of  a  data  entry 
screen.  The  area  in  which  alternate  screen  seg¬ 
ments  can  be  displayed  is  called  a  screen 
window. 

Some  fields  on  screens  are  required,  meaning 
that  you  must  enter  data  in  them.  If  data  is 
not  entered  in  a  required  field,  an  error  mes¬ 
sage  will  be  displayed.  On  the  other  hand,  some 
fields  cannot  be  used  because  they  do  not  apply 
to  your  military  department;  you  will  not  be 
able  to  access  these  fields. 

Examples  of  AQCESS  screens  appear  throughout 
this  Training  Aid,  illustrating  the  Clinical 
Records  functions. 


1.2. 2. 2  ENTERING  AND  UPDATING  AQCESS  DATA 

Usually,  the  first  time  you  access  a  screen,  the 
cursor  will  be  positioned  at  the  first  field 
where  you  can  enter  data.  You  must  begin  your 
entry  at  the  first  character  in  the  field.  ' 

You  can  update,  or  change  data  on  a  screen  by 
typing  over  it.  To  move  the  cursor  to  a  field 
you  wish  to  update,  you  can  (1)  type  the  name  of 
that  field  or  part  of  the  name  at  ENTER  SELEC¬ 
TION  and  press  Return.  When  you  have  entered 
the  update,  the  cursor  will  return  to  ENTER 
SELECTION.  Or  (2)  you  can  type  ALL  to  go  to 
each  field  on  the  screen.  The  cursor  will  re¬ 
turn  to  ENTER  SELECTION  after  the  last  field  on 
the  screen. 
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When  you  have  finished  an  initial  data  entry  or 
an  update,  the  cursor  is  at  ENTER  SELECTION.  To 
store  the  data  you  have  just  entered,  press  Re¬ 
turn.  No  data  is  actually  stored  on  the  system 
until  you  do  this. 

1.2. 2. 3  SYSTEM  EDITS 

As  you  enter  data,  AQCESS  edit3,  or  checks,  it 
protect  the  integrity  of  AQCESS  data.  There  are 
three  types  of  edits:  validity,  consistency, 
and  final  edits. 

Validity  edits  are  performed  as  you  enter  data 
in  each  field.  These  edits  determine  whether 
the  data  you  enter  fits  the  parameters  set  up 
for  the  individual  field.  For  example,  if  you 
enter  a  date  such  as  March  35th  (where  the  date 
is  greater  than  31)  or  a  Social  Security  Number 
such  as  123-AB-4566  (where  letters  are  included 
in  a  field  that  only  allows  numbers),  validity 
edits  will  detect  this  as  an  error. 

For  some  fields  there  is  a  list  of  codes  that 
can  be  entered  (this  list  is  called  a  system 
table).  Validity  edits  determine  whether  the 
code  you  entered  exists  in  the  table. 

When  you  enter  invalid  data,  a  beep  sounds  and 
an  error  message,  such  as  INVALID  ENTRY,  appears 
at  the  bottom  of  the  screen  along  with  a  des¬ 
cription  of  the  kind  of  data  or  a  list  of  codes 
that  can  be  entered.  The  cursor  goes  to  the  be¬ 
ginning  of  the  incorrect  field,  and  you  must  en¬ 
ter  valid,  data  before  you  can  go  on.  (You  can 
press  Return  and  that  field,  will  be  redisplayed 
with  the  data  it  contained  previously  or  it  will 
be  blank. ) 
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Consistency  edits  are  performed  after  you  have 
completed  data  entry  on  an  entire  screen.  Con¬ 
sistency  edits  check  whether  relationships  be¬ 
tween  data  entered  in  different  fields  are  cor¬ 
rect,  since  data  entered  in  one  field  may  be  in¬ 
consistent  with  data  entered  in  another  field. 
For  example,  when  you  indicate  in  one  field  that 
a  patient's  status  is  active  duty  and  in  another 
field  that  the  patient  is  12  years  old,  a  con¬ 
sistency  edit  detect  this  as  an  error. 

When  a  consistency  error  is  found,  an  error  mes¬ 
sage  is  displayed  and  the  cursor  moves  to  the 
first  field  in  the  inconsistent  relationship. 
If  you  press  Return,  the  cursor  will  go  to  the 
next  field  involved  in  the  error.  You  can 
change  any  of  the  fields  involved.  When  the 
error  is  corrected,  the  cursor  returns  to  ENTER 
SELECTION. 

Usually  you  must  correct  a  consistency  error  be¬ 
fore  you  can  go  on.  Occasionally  you  are  given 
a  warning  of  a  condition  that  may  or  may  not  be 
inconsistent.  Warning  error  messages  are  fol¬ 
lowed  by  the  question,  OVERRIDE?  To  override 
the  message  and  indicate  that  this  data  is 
actually  correct,  enter  Y. 

The  Clinical  Records  subsystem  also  performs 
edits  on  completed  clinical  records.  These 
final  edits  check  the  CR  data  against  the  A&D 
data  to  verify  that  the  information  is  correct. 
Errors  are  indicated  on  an  error  list.  You  must 
correct  any  errors  either  in  A&D  or  CR  before 
the  record  can  be  approved. 
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1.2. 2. 4  AQCESS  SECURITY 

Because  AOCES5  processes  highly  sensitive  data 
on  patient  care,  a  number  of  provisions  have 
been  designed  to  protect  the  security  of  the 
data  in  the  system.  Among  these  features  are 
user  ID  and  password,  time  out,  predesignated 
terminal  capabilities,  and  secure  reports. 

Each  user  is  assigned  a  private  user  ID  and 
password,  which  are  used  to  gain  access  to  the 
system.  Associated  with  each  user  ID  and  pass¬ 
word  are  the  system  capabilities  this  user  is 
authorized  to  perform. 

Screens  "time  out,"  or  are  erased  from  the  CRT, 
if  no  data  is  entered  or  no  function  key  is 
pressed  within  a  specified  length  of  time.  This 
prevents  unattended  terminals  from  being 
accessed  by  unauthorized  personnel. 

The  capabilities  that  can  be  performed  at  each 
terminal  are  also  designated. 

Some  reports  are  defined  as  "secure"  reports  and 
may  only  be  printed  on  the  primary  printer  for 
the  report. 
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1.3  AQCESS  TUTORIAL  SIGN-ON  PROCEDURE 

The  preceding  sections  of  this  Training  Aid  pro¬ 
vide  a  general  introduction  and  overview  to 
AQCESS.  This  section  serves  to  introduce  you  to 
the  AQCESS  tutorial,  so  you  can  use  TUTOR  ME  and 
this  Training  Aid  together  to  learn  AQCESS. 


Since  you  will  be  using  the  AQCESS  on-line  tu¬ 
torial,  TUTOR  HE,  as  a  first  step  in  learning 
the  system,  you  should  know  how  to  sign  on  to 
the  tutorial.  Look  at  the  AQCESS  terminal 
screen.  You  should  see  the  words  USER  ID  and 
below  it,  the  word  PASSWORD.  You  should  also 
see  a  retangular  blinking  block  by  USER  ID, 
This  block  is  called  the  cursor  and  it  shows  you 
when  you  are  on  the  screen.  To  sign  on: 

o  Type  the  word  TUTOR. 

o  Find  the  Return  key  on  the  keyboard  and  press 
it. 

o  Type  the  word  ME. 
o  The  screen  should  look  like  this: 


USER  ID  TUTOR 
PASSWORD  ME 


o  Press  Return. 

o  You  are  now  signed  on  to  the  system  in  the 
AQCESS  tutorial. 
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o  Press  Return  again. 

o  You  should  see  a  list  of  the  lessons  provided 
in  the  AQCESS  tutorial.  These  lessons  are  as 
follows: 

1.  INTRODUCTION 

2.  LEARNING  YOUR  KEYBOARD 

3.  SCREEN  PROCESSING 

4.  DATA  ENTRY  AND  EDITING 

5.  DATA  ENTRY  SHORTCUTS 

6.  SYSTEM  FUNCTIONS 


You  will  complete  many  of  these  lessons  as  part 
of  your  training  program.  To  see  the  first 
tutorial,  INTRODUCTION,  find  the  number  1  on 
your  keyboard  and  press  it.  Follow  the  instruc¬ 
tions  on  the  screen  for  completing  the  tutorial. 
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1.4  THE  MAILBOX  FUNCTION 


ACCESS  The  Mailbox  function  is  accessed  by 

entering  MX  on  the  User  Entry  Menu. 

PURPOSE  The  Mailbox  function  en§bles  you  to 

send  'mail'  to  other  users.  Mes¬ 
sages  can  be  viewed  on  the  screen 
or  printed  on  paper,  acknowledged 
(returned  to  sender  with  or  without 
notation),  and  deleted. 

DESCRIPTION  The  Mailbox  function  is  comprised 
of  two  screens:  the  Mailbox  Message 
Screen  and  the.  Mailbox  Candidate 
Message  Screen.  The  Mailbox  Mes¬ 
sage  Screen  is  used  to  send, 
acknowledge,  or  delete  a  message. 
The  Mailbox  Candidate  Message 
Screen  is  used  to  select  a  particu¬ 
lar  message  from  a  group  of  mes¬ 
sages  for  viewing. 

OPTIONS  On  the  Mailbox  Message  Screen: 

1  -  DELETE  MESSAGE  enables  you  to 

delete  a  message  from  your 
mailbox. 

2  -  ACKNOWLEDGE  MESSAGE  enables  you 

to  communicate  to  a  sender  that 
you  have  receive  his  or  her 
message. 
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3  -  ACKNOWLEDGE/DELETE  MESSAGE  en¬ 
ables  you  to  acknowledge  a  mes¬ 
sage  and  to  delete  It  from  your 
mailbox. 

On  the  Mailbox  Candidate  Message 

Screen: 

S  -  SEND  A  MESSAGE  enables  you  to 
send  a  new  message.  lhis  op¬ 
tion  is  used  to  access  a  blank 
Mailbox  Message  Screen. 
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1.4.1  TO  SEND  A  MESSAGE 


o  Enter  MX  on  the  User  Entry  Menu  Screen. 
Press  Return. 


The  Maibox  Menu  Screen  is  displayed.  The  FROM 
field  defaults  to  your  User  ID.  The  DATE/TIME 
OF  MESSAGE  field  defaults  to  the  current  date 
and  time.  The  cursor  is  at  the  TO  field. 


o  Enter  the  User  ID  of  the  individual  who 
should  receive  your  message.  Press 
Return. 


The  cursor  moves  to  MESSAGE  SUMMARY. 


o  Enter  a  short  description  of  the 
message.  Press  Return. 


The  cursor  moves  to  the  first  character  posi¬ 
tion  of  the  message  box. 


o  Enter  the  message.  Press  Entry  Done 
when  the  message  is  complete. 
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The  cursor  moves  to  ENTER  SELECTION. 

o  Press  Return  to  send  the  message  to  the 
receiver. 
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1.4.2  TO  VIEW  A  1CSSAGE 


If  you  have  a  message  in  your  mailbox,  the 
system  Mill  display  the  following  at  the 
bottom  of  the  User  Entry  Menu  Screew:  MAILBOX 
MESSAGES  WAI I  INC  -  ENIER  MX  FOR  MAILBOX 
FUNCTION. 


o  Enter  MX  at  ENTER  SELECTION.  Press 
Return. 


The  Mailbox  Candidate  Messages  Screen  19 
displayed.  The  cursor  is  at  ENIER  SELECIION. 


o  Enter  the  number  identifying  the  message 
you  wish  to  view.  Press  Return. 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENIER  SEIECIION. 


Note:  Only  10  messages  can  he 
listed  on  the  Mailbox  Candi¬ 
date  Messages  Screen  at  one 
time.  It  you  have  acrtjeu- 
lated  10  messages,  the  sys¬ 
tem  will  notallow  you  to 
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AND 


FIGURE  1.A  MAILBOX  CANDIDATE  WSSAGE  SCREEN 
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send  mail.  You  must  delete 
stored  messages  to  reinstate 
the  capability.  Messages 
which  you  wish  to  save  can 
be  printed  using  the  CTRL  P 
function  at  ENTER  SELECTION. 


To  delete  a  message: 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  1  at  ENTER  SELECTION.  Press 
Return. 


The  message  is  deleted.  The  User  Entry  Menu 
is  displayed. 


To  acknowledge  a  message: 


1.  If  you  wish  to  send  an  acknowledgment  mes¬ 
sage  back  to  the  sender: 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 
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o  Enter  ALL.  Press  Return. 


The  cursor  moves  to  the  TO  field. 


o  Press  Return  until  you  move  the  cursor 
into  the  message  box.  Enter  the  mes¬ 
sage.  Press  Entry  Done  when  the  message 
is  complete. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Enter  2  at  ENTER  SELECTION.  Press  Re¬ 
turn. 

Note:  If  you  wish  to  acknowledge 
the  message  and  also  delete 
it  from  your  mailbox,  enter 
3  at  ENTER  SELECTION. 


The  system  will  send  the  acknowledgement  mes¬ 
sage  to  the  sender.  The  User  Entry  Menu 
screen  is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


2.  If  you  wish  to  acknowledge  receipt  of  a 
message  but  you  do  not  want  to  send  a  new 
message  back  to  the  original  sender: 
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AND 


The  selected  Mailbox  Message  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECT  ION. 


o  Enter  2  at  ENTER  SELECTION.  Press 
Return. 

Note:  If  you  wish  to  acknowledge 
the  message  and  also  delete 
it  from  your  mailbox,  enter 
3  at  ENTER  SELECTION. 


The  system  will  send  an  acknowledgement  to  the 
sender.  The  User  Entry  Menu  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 
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1.5  a  OSSARY  OF  TERMS 


A AO 


Ad  Hoc 


AAS 


AQCESS 


Character 

CR 


Codaa 


Computer 


Admission  and  Disposition.  The 
AQCESS  subsystem  that  processes 
patient  administration  informa¬ 
tion. 

Ad  Hoc  Report  Generator.  The 
AQCESS  subsystem  that  allows 
users  to  create  MTF-specific 
AQCESS  reports. 

Appointing  and  Scheduling.  The 
module  of  the  Outpatient  Encoun¬ 
ter  subsystem  of  AQCESS  that 
processes  outpatient  booking 
information. 

Automated  Quality  of  Care  Evalu¬ 
ation  Support  System. 

Any  letter,  number,  symbol,  or 
space  in  a  field. 

Clinical  Records.  The  AQCESS 
subsystem  that  processes  clini¬ 
cal  records  informstion. 

Characters  which  are  abbrevia¬ 
tions  for  words.  For  example, 
"S"  might  designate  mental 
status  of  single. 

A  device  capable  of  accepting 
data  (input),  applying  pre¬ 
scribed  processes  (program)  to 
the  data,  and  supplying  the 
results  of  these  processes  as 
meaningful  information  (output). 
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Cooputer 

Hardware 

Ccmputer 

Terminal 

CRT 

Cursor 

Data 

Database 

Data  entry 
screen 

DEERS 


Default 


A  computer's  mechanical,  magne¬ 
tic,  electronics,  and  electrical 
equipment. 

The  device  with  which  data  is 
input  or  output.  It  consists  of 
a  keyboard  and  Cathode  Ray  Tube 
(CRT). 

Cathode  Ray  Tube.  The  screen  or 
display  unit  on  a  computer 
terminal  which  resembles  a 
television. 

The  blinking  rectangle  used  on 
the  CRT  screen  to  mark  the  cur¬ 
rent  position  on  the  screen 
where  data  can  be  entered  or  a 
selection  made. 

A  collection  of  facts  or 
figures. 

A  collection  of  data. 

A  screen  on  which  data  is  input. 


Defense  Enrollment  Eligibility 
Reporting  System.  A  system  that 
Patient  Administration  systems 
can  interface  with  to  get  infor¬ 
mation  about  an  individual's 
eligibility  for  care. 

A  selection  made  automatically 
by  the  system  when  no  explicit 
choice  is  specified  by  the  user. 
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DoD 

Down 

Edit 

Enter 

Field 

Input 

Keyboard 

Label 

Menu  Screed 

MIF 


Department  of  Defense. 

The  condition  in  which  the  com¬ 
puter  is  not  operational. 

Computer  activities  that  check 
input  for  validity  and  consis¬ 
tency. 

The  process  by  which  information 
is  transmitted  to  the  computer 
through  a  terminal. 

The  various  areas  of  the  screen 
that  always  contain  the  same 
type  of  information  (e.g.,  the 
NAME  field.) 

The  transfer  of  data  into  the 
computer.  The  data  to  be 
processed. 

The  rows  of  keys  attached  to  the 
CRT,  used  to  communicate  data  to 
the  computer. 

The  pieces  of  information  on  a 
screen  that  identify  the  data  to 
be  entered  in  a  field. 

A  screen  which  allows  you  to 
select  from  a  list  of  processing 
options. 

Medical  Treatment  Facility;  a 
military  hospital. 
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MSA 

Numeric 

On-line 

Output 

Password 

Printer 

QA 

Required 

field 

Screen 


Medical  Service  Accounting.  The 
AQCESS  subsystem  that  automates 
the  accounting  process. 

Pertaining  to  a  character  set 
that  contains  numbers  only. 

The  state  in  which  a  terminal 
can  be  used  to  send  information 
to  or  receive  information  from 
the  computer. 

Information  produced  by  a  compu¬ 
ter  in  a  readable  form  such  as  a 
printed  report  or  information  on 
a  display  screen. 

A  confidential  code  that  allows 
access  to  the  computer  system. 
Passwords  are  part  of  a  security 
system  that  allows  only  author¬ 
ized  personnel  access  to  the 
system. 

The  equipment  used  to  print  mes¬ 
sages,  forms,  labels,  and 
reports. 

Quality  Assurance.  The  AQCESS 
subsystem  that  processes  quality 
assurance  information. 

A  field  on  a  screen  where  data 
must  be  entered. 

The  display  surface  of  a  termi¬ 
nal  or  the  information  on  the 
terminal. 
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Sign-on 


Software 


Submenu 

Up 

Update 


User 


The  identification  process  that 
a  user  performs  to  begin  work 
with  a  computer  system.  In 
AQCESS,  sign-on  consists  of  a 
user  ID  and  a  password.  These 
are  assigned  by  the  system 
manager. 

A  set  of  computer  programs,  pro¬ 
cedures,  rules,  and  documenta¬ 
tion  recorded  in  the  computer's 
memory  that  operates  and  directs 
the  use  of  the  computer 
hardware. 

A  menu  found  on  the  bottom  of  a 
data  entry  screen  that  lists  the 
other  options  for  that  screen. 

The  condition  in  which  the  com¬ 
puter  is  operational. 

Changing  data  after  it  is  stored 
in  the  system. 

One  who  uses  the  computer  system 
on  a  day-to-day  basis. 
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1.6  CHECKPOINT 

Your  reading  of  Section  1,  Introduction,  pro¬ 
vides  a  basic  understanding  of  AQCESS.  Use  the 
questions  listed  below  to  check  your  progress. 
If  you  cannot  readily  answer  a  question,  review 
the  pertinent  subsection.  Verify  your  answers 
by  checking  those  shown  on  the  next  page. 

1.  List  the  seven  subsystems  that  process 
AQCESS  information. 


2.  Generally  describe  the  kind  of  information 
that  is  processed  by  these  subsystems. 


3.  How  does  AQCESS  use  menu  and  data  entry 
screens  to  help  you  organize  information 
that  is  to  be  entered? 
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4.  How  do  you  get  data  in  AQCESS? 


5.  How  does  AQCESS  ensure  that  entered  data  is 
accurate  and  sensible? 


6.  Identify  the  terminal  "Keys”  listed  on  the 
right  that  should  be  used  to  accomplish  the 
"Action"  listed  at  the  left.  Mark  your 
answer  in  the  space  provided. 


Action 


You  want  to  know 
the  valid  entries 
for  a  field. 

You  want  to  delete 
information  from  a 
field  in  which  it 
has  been  stored. 

You  made  a  typo  and 
want  to  correct  it. 

You  have  finished 
all  required  entries 
on  a  screen  and  want 
to  store  the  infor¬ 
mat  ion. 

You  need  additional  in¬ 
formation  to  correct  an 
error  condit ion. 


a.  Clear 
Dat  a 

b.  Delete 

c.  Entry 
Done 

d.  Return 

e.  Explain 
E  rror 

f.  Help 
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CHECKPOINT  ANSWERS 

1.  List  the  seven  subsystems  that  process 
AQCESS  information. 

Admission  &  Disposition,  Quality  Assurance, 
Clinical  Records,  5ystem  Management,  Medical 
Service  Accounting,  The  Appointing  and  Sche¬ 
duling  Module  of  the  Outpatient  Encounter 
Subsystem,  and  the  Ad  Hoc  Report  Generator. 

2.  Generally  describe  the  kind  of  information 
that  is  processed  by  these  subsystems. 

patient  registration,  admission,  disposition 
info;  quality  of  care  info;  provider  profile 
and  performance;  resource  use. 

3.  How  does  AQCESS  help  you  organize  informa- 
t ion  that  is  to  be  input? 

Menu  screens  enable  you  to  choose  a  particu¬ 
lar  processing  function.  Data  entry  screens 
and  related  screen  segments  collect  informa¬ 
tion  for  that  function  in  a  sequence  that  is 
logical  and  that  facilitates  information 
storage  and  reporting. 

A.  How  does  AQCESS  acquire  its  information? 

Information  is  input  into  a  computer  ter- 
minal . 
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5.  How  does  AQCESS  ensure  that  its  information 
is  accurate  and  sensible? 


Validity  edits  check  data  as  it  Is  input. 


You  are  notified  of  an 

invalid  entry  by  a 

beep  and  a  messaqe  that 

describe  the  error 

condition.  Consistency 

edits  check  to  see 

that  the  relationships  between  data  entered 

in  different  fields  is 

valid.  If  an  entry 

in  one  field  is  incompatible  with  an  entry 

in  another  field,  an 

error  messaqe  is 

displayed. 
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6.  Identify  the  terminal  ■'Key*'*  listed  on  the 
right  that  should  be  used  to  accomplish  the 


"Act ionH  listed  at  the  left, 
wer  in  the  spare  provided. 

Mark 

your  ana 

Act  ion 

is 1 

a 

f  You  want  to  know 

a. 

C  lear 

the  val  id  ent  nee 

Data 

for  a  field. 

b. 

Delete 

c . 

Ent  ry 

a  You  want  to  delete 

Done 

mfomation  from  a 

d. 

Return 

field  in  which  it 

e. 

Explain 

has  been  stored. 

E  rror 

f. 

Help 

b  You  made  a  typo  and 


want  to  correct  it. 

d _  You  have  finished 

all  required  entries 
on  a  screen  and  want 
to  store  the  infor¬ 
mation. 

e _  You  need  additional 

information  to  cor¬ 
rect  an  error  condi¬ 
tion. 
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2.  ADMISSION  AND  DISPOSITION  OVERVIEW 


This  section  provides  you  with  a  summary  of 
Admission  and  Disposition  Processing  and 
instructions  for  accessing  this  function. 


2.1  ADMISSION  AM)  DISPOSITION  PROCESSING 


The  Admission  and  Disposition  processes  include 
a  number  of  functions  related  to  patient  record¬ 
keeping.  You  will  be  able  to: 


o  Enter  (or  update)  demographic  informa¬ 
tion  on  a  patient,  so  the  patient  can  be 
registered. 


o  Enter  (or  update)  information  on  a 
pat lent' 3  admission  to  the  MTF. 


o  Enter  (or  update)  information  on  why  and 
how  a  patient  leaves  the  MTF,  so  the 
patient  can  be  dispositioned. 


o  Enter  (or  update)  information  document¬ 
ing  a  patient' 8  transfer  among  wards, 
beds,  providers,  clinical  services,  and 
changes  in  status  during  a  hospital  epi¬ 
sode  in  the  MTF. 


o  Enter  (or  update)  the  status  of  a  pa¬ 
tient's  medical  problems. 
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o  View  information  on  a  patient's  current 
or  previous  inpatient  episodes  at  your 
MTF. 


o  Generate  reports  related  to  Admission 
and  Disposition  processes. 


o  Correct  data  entry  errors. 


o  Define  net*  wards,  and  view  and  update 
information  on  bed  availability  in  each 
ward. 


2.2  ACCESSING  ADMISSION  AND  DISPOSITION 


The  User  Entry  Menu  provides  access  to  all  the 
Admission  and  Disposition  processes. 


R  -  Registration  Processing 
A  -  Admission  Processing 
D  -  Disposition  Processing 
T  -  Transfer  Processing 
1  -  R/ADT  Reports 
H  -  Inpatient  History 
I  -  Patient  Inquiry 
B  -  Bed  Management  Processing 
E  -  Correction  Management 

The  cursor  will  always  be  at  ENTER  FUNCTION  on 
the  User  Entry  Menu  Screen.  Enter  the  letter  of 
the  process  you  wish  to  access,  then  press 
Return . 
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SECTION  3.  PATIENT  IDENTIFICATION  (PTID) 

PROCEDURE 


3.1  To  Create  a  New  Record . 5-5 

3.2  To  Locate  an  Existing  Record . 3-8 

3.2.1  To  Locate  a  Record  by 

Register  Number . 5-9 

3.2.2  To  Locate  a  Record  by  SSN/FMP . 3-10 

3.2.3  To  Locate  a  Patient  Record  by  SSN....3-11 

3.2.4  To  Per fore  a  Name  Search  for  an 

Exieting  Record . 5-12 

3.3  Points  to  Remember . 5-14 

3.4  Checkpoint . 5-16 
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FIGURE  3.1  THE  PATIENT  IDENTIFICATION  (PTID) 
SCREEN 
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3.  THE  PATIENT  IDENTIEICATION  (PTIO)  SCREEN 


ACCESS  The  PUD  Screen  le  diepleyed  when 

you  select  eny  of  the  fol lowing 
functione  froe  the  Ueer  Entry  Menu! 

R  -  Reg iet ret  ion  Processing 
A  -  A deice ion  Proceeeing 
D  -  deposition  Proceeeing 
T  -  Trensfer  Processing 
H  -  Inpstient  History 


PURPOSE  The  PT  ID  Screen  enebles  you  to 
begin  crest  ion  of  e  new  pot  lent 
record  in  Registretion  and  Admia- 
s ion  t  or  to  locate  an  existing 
record  by  REG  NO,  SSN/FMP,  or  NAME 
search. 


DESCRIPTION  PTID  collects  data  itees  that  iden¬ 
tify  a  patient:  register  number, 
patient  name,  family  member  prefix 
(FMP),  sponsor's  social  security 
number  (SSN),  patient's  date  of 
birth  (DOB),  and  patient's  sex. 

To  create  a  record  for  a  new  pa¬ 
tient,  enter  all  of  this 
information  with  the  exception  of 
the  REG  NO,  which  is  generated  by 
the  system  or  manually  assigned 
when  the  patient  is  admitted. 

To  locate  an  existing  record  for  a 
patient,  enter  the  register  number 
or  the  SSN  and  FMP  together. 
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If  you  do  not  have  the  information 
to  locate  a  patient  by  register 
number  or  SSN/FMP,  it  is  possible 
to  search  the  data  base  by  patient 
name.  The  system  will  locate  all 
of  the  patients  with  the  same  name 
or  beginning  with  the  letters  en¬ 
tered.  These  names  are  displayed 
on  a  candidate  list  from  which  the 
patient  ia  selected. 


OPTIONS  There  are  two  options  on  the  PTID 
Screen.  Enter  N  at  SELECTION  to 
indicate  that  the  patient  is  new. 
This  will  set  up  a  new  patient 
record.  Or  simply  press  Return 
which  causes  the  system  to  locate 
an  existing  record. 


3-4 


1.0 


SEPT  1985 


ADMISSION  AND  DISPOSITION  TRAINING  AID 
3.1  TO  CREATE  A  NEW  RECORD 


o  Enter  A  on  the  User  Entry  Menu  Screen, 
then  press  Return. 


The  PTID  Screen  is  displayed.  The  cursor  is 
in  the  REGISTER  NO  field. 


Note:  If  this  is  a  new  patient  you  do 
not  enter  a  REG  NO. 


o  Press  Return  to  move  to  the  next  field: 
NAME. 


o  Enter  the  patient's  last  name,  comma, 
first  name  followed  by  a  space,  and 
middle  initial.  Press  Return. 


The  cursor  moves  to  the  next  field:  FAMILY 
MEMBER  PREFIX  (FMP). 


o  Enter  the  FMP  code  for  the  new  patient. 


The  cursor  moves  automatically  to  the  next 
field:  SPONSOR'S  SOCIAL  SECURITY  NUMBER  (SSN). 
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o  Enter  the  sponsor's  SSN.  (Spaces  or  hy¬ 
phens  are  not  required  but  may  be 
entered.)  Press  Return. 


The  SSN  is  redisplayed  with  hyphens.  The  cur¬ 
sor  moves  to  the  next  field:  DATE  OF  BIRTH. 


o  Enter  the  patient's  date  of  birth  and 
Return. 


The  date  of  birth  is  redisplayed  (as  in  05  JAN 
1953).  The  cursor  moves  to  the  next  field: 
SEX. 


o  Enter  the  sex  code  for  the  patient. 


The  cursor  moves  to  SELECTION. 


o  Enter  N  for  "new"  to  begin  the  new 
patient  record,  and  press  Return. 


At  this  point,  AQCESS  checks  whether  any  similar 
records  already  exist.  Three  situations  are 
possible: 
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A  record  may  already  exist  for  this  patient. 


If  a  record  already  exists  on  a  patient  with 
the  same  FMP  and  SSN,  a  Candidate  List  Screen 
appears  listing  this  person. 


o  You  must  either  select  this  record  from 
the  Candidate  List  or  go  back  and  change 
the  PTID  data  you  just  entered. 


A  similar  record  may  already  exist. 


If  a  record  already  exists  on  a  person  with 
the  same  last  name,  same  first  four  letters  of 
the  first  name,  same  SSN,  and  a  different  FMP, 
a  Candidate  List  Screen  will  appear  listing 
this  person. 


o  You  can  check  the  Candidate  List  data  to 
see  if  this  is  really  the  same  patient 
you  just  entered  PTID  data  for. 

o  If  they  appear  to  be  the  same,  you  can 
access  the  existing  record  through  the 
Candidate  List  Screen. 
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o  If  you  can  tell  that  the  patient  on  the 
Candidate  l  1st  is  not  the  same  as  f  tie  one 
you  Just  entered,  you  ran  type  H  at  (  Ml  H 
SELECIION  to  continue  reyisteiinq  your 
new  pat  lent .  Jhe  Registration  Screen 
will  be  displayed. 


No  identical  or  slailw  records  already  exist. 


Ihe  Primary  Registration  Screen  13  displayed. 
If  the  patient  is  a  dependent  of  a  registered 
sponsor,  the  sponsor's  information  is  dis¬ 
played  by  the  system.  Ihe  cursor  is  at 
PA  HEN  1:  ADDRESS. 


o  Complete  the  Registration  screen  as 
outlined  in  the  Registration  section  of 
this  manual. 


3.2  TO  LOCATE  AN  EXISTING  RECORD 


Note:  To  locate  an  existing  patient  record 
using  the  PI  ID  Screen,  you  must  enter 
the  data  that  identifies  a  single 
record  to  the  system,  i.e.,  REG  NO  or 
SSN  with  the  correct  FMP. 
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o  Enter  a  letter  on  the  User  Entry  Menu  to 
identify  the  AQCESS  process  you  wish  to 
use. 


The  PfID  Screen  is  displayed  so  that  the 
patient's  record  can  be  identified. 


o  Enter  identifying  data:  REG  NO,  SSN, 

FMP,  and  Name  or  partial  name.  (See 
following  procedures.) 

3.2. t  TO  LOCATE  A  RECORD  BY  REG  NO 


o  If  you  know  the  patient's  register 
number,  enter  it  at  REG  NO  on  the  PHD 
Screen  and  Return  once. 


o  Press  the  ENTRY  DONE  key  to  move  the 
cursor  to  SELECTION. 


MICROCOPY  RESOLUTION  TEST  CHART 
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The  cursor  moves  to  SELECTION. 


o  Press  Return  (without  typing  N)  to  search 
for  the  patient's  record. 


The  screen  displayed  contains  data  on  this 
patient.  Which  screen  is  displayed  depends  on 
the  function  you  selected  from  the  User  Entry 
Menu.  A  DEERS  eligibility  check  will  be  ini¬ 
tiated  if  Registration  or  Admission  Processing 
was  selected. 


o  Press  the  Cancel  key  to  get  back  to  the 
PTID  Screen. 


3.2.2  TO  LOCATE  A  RECORD  BY  SSN/FMP 


o  If  you  do  not  know  the  patient's  REG  NO, 
press  Return  twice. 


The  cursor  moves  to  FMP. 


o  Enter  the  patient's  FMP.  The  cursor 
automatically  moves  to  SSN.  Type  in  the 
sponsor '8  SSN  and  press  Return. 
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o  Press  the  Entry  Done  key  to  move  the 
cursor  to  SELECTION.  (Do  not  type  N.) 

o  Press  Return  to  sesrch. 


The  system  locates  the  patient's  record  by  the 
sponsor's  SSN  and  then  the  FMP.  The  next 
screen  displayed  will  contain  data  on  that 
patient.  The  specific  screen  displayed 
depends  on  the  function  you  selected  from  the 
User  Entry  Menu.  A  DEERS  eligibility  check 
has  been  initiated. 


o  Press  the  Cancel  key  to  return  to  the 
PTID  Screen. 


3.2.3  TO  LOCATE  A  PATIENT  RECORD  BY  SSN 


o  On  the  PTID  Screen,  enter  the  sponsor's 
SSN  and  press  Return  once. 


o  Press  the  Entry  Done  key  to  move  the 
cursor  to  SELECTION. 


o  Press  Return  at  SELECTION  to  search. 
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AND 


The  Candidate  List  Screen  is  displayed.  The 
system  locates  all  records  with  the  specified 
SSN,  i.e.,  all  family  members.  The  cursor  is 
at  ENTER  SELECTION. 


o  Select  the  number  corresponding  to  the 
family  member  whose  record  you  wish  to 
process  and  press  Return.  The  cursor  is 
at  ENTER  SELECTION.  A  DEERS  eligibility 
check  will  be  initiated  when  the  patient 
is  selected. 

o  To  exit  the  screen  without  selecting  a 
record,  press  Return. 


3.2.4  TO  PERFORM  A  SEARCH  FOR  AN  EXISTING 
RECORD 


o  On  the  PTID  Screen,  press  Return  at  REG 
NO  to  move  the  cursor  to  the  PATIENT  NAME 
field  and  enter  the  patient's  name  or 
partial  name.  Press  Return. 


Note:  Entering  the  patient's  last  name  or 
partial  last  name  and  the  first 
letter  of  the  first  name  will  cause 
the  system  to  locate  all  of  the  pa¬ 
tients  with  matching  characters  in 
the  last  name  and  the  same  first 
letter  of  the  first  name. 


1.1 


3-12 


AUG  1986 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


o  Press  the  Entry  Done  key  to  move  the 
cursor  to  SELECTION. 


The  cursor  moves  to  SELECTION. 


o  Press  Return  to  search. 


The  Candidate  List  Screen  is  displayed.  All 
patients  having  names  that  match  the  criteria 
you  entered  will  be  displayed.  The  cursor  is 
at  ENTER  SELECTION. 


Note:  You  can  enter  an  FMP,  partial  DOB, 
and  sex  as  search  criteria  to  limit 
the  number  of  candidates  listed  on 
the  Candidate  List. 


Note:  If  you  enter  the  sponsor's  SSN  in 
addition  to  the  last  name,  the 
Candidate  List  Screen  will  display 
only  the  sponsor  with  that  SSN  and 
all  the  sponsor's  family  members. 


o  Enter  N  to  view  each  page  of  the 
Candidate  List. 
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o  Enter  the  number  to  the  left  of  the  name 
of  the  patient  whose  record  you  wish  to 
process  and  press  Return. 


The  next  screen  will  contain  data  on  this 
patient.  The  screen  depends  on  the  function 
selected  from  the  User  Entry  Menu.  The  cursor 
is  at  ENTER  SELECTION. 


3.3  POINTS  TO  REMEMBER 


1.  You  can  locate  a  patient's  record  directly 
by  REG  NO,  or  by  sponsor  SSN  and  the 
patient's  FMP. 


2.  You  can  search  for  a  record  by  entering  the 
patient's  partial  name  or  SSN.  Type  * 
before  the  name  if  you  don't  have  the 
correct  spelling.  You  can  restrict  all 
searches  by  entering  additional  search 
criteria. 

3.  The  patient  is  assigned  a  REG  NO  only  after 
admission  is  complete  and  the  patient's 
registration  and  admission  information  has 
been  entered  and  stored. 
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4.  When  creating  a  record  for  a  new  patient , 
complete  the  PTID  Screen  to  identify  the 
patient.  If  a  patient  is  already  registered 
with  the  same  name,  SSN,  and  FMP,  you  must 
either  select  that  patient  or  change  the 
PTID  data  you  just  entered.  If  a  very  simi¬ 
lar  record  already  exists  (see  Section  3.1), 
it  will  appear  on  the  Candidate  List.  Check 
the  list  to  be  certain  the  new  patient  is 
not  listed.  If  the  patient  whose  infor¬ 
mation  you  entered  is  on  the  Candidate  List, 
select  that  patient  by  number. 

If  the  patient  is  not  duplicated  on  the 
list,  enter  R  to  continue  the  new 
registration. 

5.  You  cannot  update  information  using  the  PTID 
Screen.  To  correct  PTID  information,  use 
the  Registration  Screen  described  in  the 
next  section. 

6.  Patient  identification  information  entered 

on  the  PTID  Screen  is  not  stored  until  regi¬ 
stration  is  complete.  Therefore,  if  you 

cancel  out  of  the  Registration  Screen  before 
completing  the  information  and  storing  it, 
no  patient  record  will  exist. 

7.  The  PTID  Screen  is  used  to  create  patient 

records  or  locate  existing  records.  For  new 
records,  the  Registration  Screen  follows  the 
PTID  Screen.  If  you're  accessing  an  exist¬ 
ing  record,  the  screen  you  see  next  will  de¬ 
pend  on  which  Function  you've  selected  from 
the  User  Entry  Menu.  For  example,  the 

Primary  Admission  Screen  follows  the  PIID 
Screen  in  Admission  processing. 
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J  •  * 


8.  A  DEERS  eligibility  check  is  initiated  when 
a  specific  patient  is  selected.  The  search 
criteria  DEERS  uses  to  check  eligibility 
include  the  sponsor's  SSN,  the  patient's 
DOB,  and  the  FHP.  For  more  information  on 
the  DEERS  eligibility  check,  see  Section 
4.1.1. 


3.4  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  4.  REGISTRATION 
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4.  REGISTRATION  PROCESSING 


ACCESS  Registration  processing  is  accessed 

by  selecting  R  (Registration  Pro¬ 
cessing)  or  A  (Admission  Proces¬ 
sing)  from  the  User  Entry  Menu. 
The  PTID  Screen  is  displayed 
first.  The  PTID  Screen  is  used  to 
create  a  new  patient  record  or 
access  an  existing  record  using  any 
valid  search  data.  Once  the  pa¬ 
tient  is  identified  on  the  PTID 
Screen,  the  Primary  Registration 
Screen  will  be  displayed. 

PURPOSE  Registration  processing  allows  you 

to: 

1.  Collect  demographic  information 
on  persons  eligible  for  care  at 
the  MTF. 

2.  View  and  update  existing  pa¬ 
tient  registration  records. 

3.  Specify  the  location(s)  of  the 
patient's  medical  record(s). 


DESCRIPTION  Registration  processing  uses  one 
primary  registration  screen,  made 
up  of  two  screen  segments:  Patient 
Data  and  Sponsor  Data.  This  screen 
collects  demographic  information  on 
a  patient  prior  to  admission. 
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The  patient's  name,  FMP,  SSN,  DOB, 
and  sex  are  carried  over  from  the 
PTID  screen. 


OPTIONS  1  -  REGISTRATION  PRODUCTS  enables  you 
to  request  Registration  Forms. 

2  -  VERIFY  ESSENTIAL  DATA  enables  you 

to  verify  that  registration 
information  or  updates  have  been 
reviewed  by  the  patient  and  are 
correct  and  complete. 

3  -  VIEW  REG  HISTORY  DATA  enables  you 

to  view  information  on  previous 
episodes. 

4  -  RETURN  TO  SPONSOR  DATA  enables 

you  to  redisplay  the  Sponsor  Data 
segment  of  the  Primary  Registra¬ 
tion  Screen. 
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4.1  TO  REGISTER  A  NEW  PATIENT 


o  Enter  R  on  the  User  Entry  Menu  and  press 
Return 


The  PTID  screen  is  displayed.  The  cursor  is 
at  REG  NO. 


o  Complete  the  required  information  on  the 
PTID  Screen.  Refer  to  Section  3  for 
information  on  how  to  do  this. 


Note:  If  the  patient  is  a  sponsor  with  a 

dependent  who  has  been  previously 
registered,  a  partial  record  for  the 
sponsor  exists. 


The  Registration  Screen  is  displayed.  If  any 
other  family  member  has  been  registered,  data 
will  default  from  that  record.  The  cursor  is 
at  PATIENT  ADORESS. 


o  Enter  or  update  the  patient's  street 
address  and  press  Return. 
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I 


The  cursor  moves  to  the  next  field:  ZIP  CODE. 
When  you  enter  a  zip  code  that  is  in  the 
system  zip  code  table,  the  name  of  the  city 
and  state  are  filled  in  automatically. 


o  Enter  the  patient's  zip  code  and  press 
Return. 


The  cursor  moves  to  the  next  field:  CITY. 
You  can  change  the  city  and  state  if  they 
were  filled  in  automatically. 


o  Continue  to  enter  the  patient  information 
required  in  each  field  using  the  Help  key 
for  code  tables  and  field  requirements. 


Note:  Sponsor  Data.  If  you  entered  an  FMP 
of  20  on  the  PTID  Screen,  indicating 
that  his  patient  is  a  sponsor,  the 
patient's  name  is  carried  over  to 
SPONSOR:  NAME  on  the  Registration 

Screen.  If  you  enter  a  patient  cate¬ 
gory  indicating  that  this  patent  is 
required  or  a  depending  of  a  retired 
or  deceased  sponsor,  the  sponsor  data 
will  default  to  the  patient  name’ and 
address. 


o  Continue  entering  or  updating  sponsor 
information. 


1.0 


4-6 


SEPT  1985 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


o  When  the  last  field  of  sponsor  data  is 
completed,  press  Return. 


If  two  or  more  data  items  are  inconsistent,  a 
consistency  error  message  is  displayed.  The 
cursor  moves  to  the  first  field  among  the 
inconsistent  fields. 


Io  Press  Explain  Error  for  detail  on  the 

error. 

i 

o  Correct  the  item  if  this  field  is  wrong. 


o  Press  Return  to  move  the  cursor  to  the 
other  inconsistent  field(s).  Correct  the 
data  as  necessary. 


Note:  The  cursor  continues  to  move  to  each 
field  involved  in  the  consistency 
error  until  one  of  the  data  items  is 
changed.  Then  the  system  performs 
the  edits  on  the  new  data. 


When  all  the  errors  are  corrected,  the  cursor 
moves  to  ENTER  SELECTION. 


1.0 


4-7 


SEPT  1985 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


When  the  cursor  moves  to  ENTER  SELECTION,  data 
is  complete  and  consistent 


o  With  the  cursor  at  ENTER  SELECTION,  you 
may  select  one  of  the  options.  If  you 
press  Return  at  this  point  to  store  the 
registration  data,  the  new  record  is 
created. 


Note:  The  record  is  not  stored  until  you 
have  completed  all  the  required 
fields  and  have  pressed  Return  when 
the  cursor  is  at  ENTER  SELECTION. 


When  using  Registration  processing,  the  PTID 
Screen  is  displayed,  ready  for  the  next  pa¬ 
tient  registration.  If  you  are  in  Admission 
Processing  and  you  press  Return  after  com¬ 
pleting  the  Registration  Screen,  the  Admission 
Screen  will  be  displayed  next  to  enable  you  to 
complete  the  admission. 
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4.1.1  DEERS  ELIGIBILITY  CHECK 


When  you  identify  an  individual  record  by  using 
the  PTID  screen  or  selecting  the  patient  from 
the  AQCESS  Candidate  List  Screen,  a  DEERS  eligi¬ 
bility  check  is  initiated.  After  you  press 
Return  to  leave  the  Primary  Registration  Screen 
or  the  Admission  Screen,  the  DEERS  response  will 
be  displayed  on  the  screen. 

DEERS  uses  the  following  three  criteria  to 
search  for  an  individual  account:  sponsor's 
Social  Security  Number  (SSN),  patient's  Date  of 
Birth  (DOB),  and  Family  Member  Prefix  (FMP). 

A  family  eligibility  response  is  returned  if 
DEERS  finds  a  match  on  the  SSN  but  not  on  the 
patient's  DOB.  The  DEERS  Candidate  List  Screen 
will  appear  if  the  specific  patient  was  not 
found  in  the  DEERS  database. 

All  persons  with  matching  sponsor  SSNs  are 
returned  on  a  DEERS  Candidate  List  Screen  along 
with  the  eligibility  status  of  each  person. 
When  duplicate  sponsor  SSNs  and  patient  DOBs  are 
found,  the  eligibilities  of  only  the  duplicate 
individuals  are  returned  in  the  family 
eligibility  response. 

The  following  is  a  list  of  the  DEERS  responses 
and  their  meanings: 

DEERS  ELIGIBILITY  NOT  AVAILABLE  -  Either  the 
line  is  down  or  is  so  busy  that  the  request 
could  -pot  be  processed  before  the  user 
finished.  If  this  happens  several  times  in  suc¬ 
cession,  check  with  your  System  Manager.  The 
eligibility  query  will  go  into  a  Batch  Eligi- 
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bility  Check  which  will  be  automatically  pro¬ 
cessed  when  the  DEERS  system  is  available.  The 
responses  from  these  inquiries  are  printed  on 
the  Batch  Response  From  DEERS  Report  on  the  A&D 
Reports  Menu. 

PROCESSING  DEERS  REQUEST  -  This  means  that  the 
response  i3  still  being  processed.  This  is  dis¬ 
played  if  the  user  exits  from  the  Registration 
or  Admission  Screen  before  the  response  comes 
back  from  DEERS;  the  final  response  from  DEERS 
will  be  on  the  Batch  Response  From  DEERS  Report 
on  the  A&D  Reports  Menu. 

SSN  NOT  FOUND  IN  DEERS  DATABASE  -  There  is  no 
record  with  this  SSN  in  the  DEERS  database. 

SSN  FOUND  -  NO  DEPENDENTS  FOUND  IN  DEERS  DATA¬ 
BASE  -  The  requested  dependent  was  not  found  in 
the  DEERS  database. 

DEERS  FILES  ARE  CLOSED  -  DEERS  has  closed  their 
files  for  nightly  backup  or  maintenance.  No  re¬ 
sponse  was  received  and  the  query  will  go  into  a 
batch  queue. 

PATIENT  IS  ELIGIBLE  -  This  indicates  that  the 
requested  patient  is  eligible  for  DEERS. 

PATIENT  IS  ELIGIBLE  -  ELIGIBILITY  ENDS  XX-XXX- 
XX  -  This  message  is  followed  by  the  date  on 
which  the  patient's  DEERS  eligibility 
terminates. 

PATIENT  IS  ELIGIBLE  OVERSEAS  ONLY  -  This  patient 
is  only  eligible  for  medical  care  overseas. 
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PATIENT  IS  ELIGIBLE  OVERSEAS  -  ELIGIBILITY  ENDS 
XX-XXX-XX  -  This  message  is  followed  by  the  date 
on  which  the  patient's  overseas  DEERS  eligibi¬ 
lity  terminates. 

ELIGIBILITY  WITH  A  VALID  ID  CARO  -  INCORRECT 
ELIGIBILITY  DATES  ON  DEERS  FILE  -  This  patient 
must  show  a  valid  ID  card  to  receive  medical 
treatment . 

ELIGIBILITY  WITH  A  VALID  ID  CARD  -  ***  -  This 
message  is  followed  by  a  reason  as  described  in 
the  REASONS  section  below.  The  patient  is  eli¬ 
gible  only  if  he  or  she  has  a  valid  ID  card. 

ELIGIBILITY  OVERSEAS  WITH  A  VALID  ID  CARD  - 
INCORRECT  OATES  ON  DEERS  FILE  -  The  eligibility 
date  on  the  DEERS  file  is  incorrect  but  patient 
is  eligible  for  care  overseas  with  a  valid  ID 
card. 

ELIGIBLE  OVERSEAS  WITH  A  VALID  ID  CARD  -  ***  - 

This  message  is  followed  by  a  reason  as  describ¬ 
ed  in  the  REASONS  section  below. 

PATIENT  NOT  ELIGIBLE  -  NO  DIRECT  CARE  PRIVI¬ 
LEGES  -  No  direct  care  privileges  are  specified 
on  the  DEERS  database. 

INELIGIBLE  -  ELIGIBILITY  EXPIRED  -  ***  -  This 
message  is  followed  by  a  date  and  a  reason  as 
described  in  the  REASONS  section  below. 

INELIGIBLE  -  SPONSOR  IS  INACTIVE  GUARD/RESERVE  - 
Patient  is  not  eligible  for  medical  care. 

INELIGIBLE  -  LOG  A  DEPENDENT  MISSING  FROM 
AQCESS  -  The  selected  dependent  is  not  in  the 
DEERS  database.  TWe  missing  dependent  is  logged 
to  be  researched. 
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DUPLICATE  SPONSOR/SSN  FOUND  -  Displayed  at  the 
bottom  of  the  Family  Response  Screen.  More  than 
one  sponsor  with  this  SSN  was  found  in  the  DEERS 
database . 

MULTIPLE  DATE  OF  BIRTH  MATCH  -  Displayed  at 
bottom  of  the  Family  Response  Screen.  More  than 
one  family  member  was  found  with  the  same  year 
and  month  of  the  DOB. 

NO  DATE  OF  BIRTH  MATCH  -  Displayed  at  the  bottom 
of  the  Family  Response  Screen.  No  family 
members  matched  the  year  and  month  of  the  DOB. 
This  will  normally  be  displayed  after  forcing  a 
new  query  from  the  Family  Response  Screen. 

REASONS: 

GUARD/RESERVE 

REASON  UNKNOWN 

21st  BIRTHOAY 

SPONSOR  RETIREMENT 

DEATH  OF  SPONSOR/RETIREMENT 

ID  CARD  EXPIRED  MORE  THAN  120  DAYS 

INVALID  ENROLLMENT 

END  OF  STUDENT  STATUS 

DEPENDENT  MARRIAGE 

INCAPACITATION  ENDS 

DEPENDENT  ON  ACTIVE  DUTY 

ENLISTED  CAREER 

SPONSOR  NOT  ON  QC  MASTER  FILE 

ESTIMATED  ID  CARD  EXPIRATION 

ESTIMATED  TERMINATION  OF  SERVICE 

ACTIVE  DUTY  SEPARATION 

DIVORCE  (SPOUSE) 

NOT  PREDICTABLE 

1172  NEVER  ON  MASTER  FILE 

OTHER 

2 3RD  BIRTHDAY 
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The  following  messages  would  appear  only  on  the 
Batch  Response  Report. 

RECEIVED  FAMILY  RESPONSE  FROM  DEERS  FOR 
BATCH  QUERY  -  ?????????????????????????? 

RECEIVED  DISCREPANCY  RESPONSE  FROM  DEERS  FOR 
BATCH  QUERY  -  ?????????????????????????? 
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4.2  OPTIONS 


o  Once  the  Registration  Sc  en  has  been 
completed  and  the  cursor  is  at  ENTER 
SELECTION,  you  can  select  one  of  the 
screen  submenu  options.  You  can  also 
call  up  the  Registration  Screen  for  an 
existing  patient  and  select  one  of  these 
options.  Enter  the  number  of  your  selec¬ 
tion  and  press  Return. 


1  -  REGISTRATION  PRODUCTS 

2  -  VERIFY  ESSENTIAL  DATA 

3  -  VIEW  REG  HISTORY  DATA 

4  -  RETURN  TO  SPONSOR  DATA 


Note:  Some  of  these  options  cause  different 
screen  segments  to  replace  the  spon¬ 
sor  data  on  the  Registration  Screen. 
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4.2.1  TO  REQUEST  REGISTRATION  PRODUCTS  - 
OPTION  1 


This  segment  allows  you  to  request  Registration 
Forms.  The  number  of  forms  required  is  specific 
to  your  MTF. 


o  Enter  1  at  ENTER  SELECTION  on  the 
Registration  Screen. 


The  Registration  Products  Segment  is  dis¬ 
played.  The  cursor  is  at  the  first  field: 
NUMBER  OF  REG  FORMS  REQUESTED. 


o  Enter  the  number  of  registration  forms 
you  are  requesting  for  each  registration. 


The  registration  forms  will  be  printed.  The 
cursor  moves  back  to  the  ENTER  SELECTION 
field. 
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4.2.2  TO  VERIFY  ESSENTIAL  DATA  -  OPTION  2 


This  option  allows  you  to  indicate  that  the 
patient  has  verified  the  data  that  you  have 
entered  and  that  the  fields  required  for 
verification  are  complete.  (These  requirements 
are  different  for  each  military  department.) 


o  Enter  option  2  and  press  Return. 


When  you  choose  this  option,  the  data  will 
either  be  verified  or  not,  depending  on  whether 
all  the  necessary  data  has  been  entered. 


If  the  required  patient  information  is  com¬ 
plete,  YES  appears  in  the  IS  PATIENT  REGIS¬ 
TRATION  DATA  VERIFIED?  field  and  the  date  ver¬ 
ified  is  displayed.  The  cursor  remains  at 
ENTER  SELECTION. 


o  Select  another  option  or  press  Return  to 
store  the  patient  registration. 


If  the  required  patient  information  is  not 
complete,  a  message  is  displayed  indicating 
the  incomplete  required  field.  The  cursor  is 
at  ENTER  SELECTION. 
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o  Enter  the  partial  name  of  the  field  miss¬ 
ing  information  and  press  Return. 


The  cursor  moves  to  the  field  where  infor¬ 
mation  must  be  entered. 


o  Enter  the  required  data  and  press  Return. 


The  cursor  moves  to  ENTER  SELECTION. 


o  'Enter  option  2  again  to  see  if  the  infor¬ 
mation  is  now  verified. 


o  Continue  verifying  and  completing  re¬ 
quired  fields  until  a  YES  and  data  appear 
after  IS  PATIENT  REGISTRATION  DATA 
VERIFIED? 


o  Press  Return  when  the  cursor  is  at  ENTER 
SELECTION  to  store  the  data. 


If  you  selected  Registration  from  the  User  En¬ 
try  Menu,  the  PT ID  Screen  is  redisplayed.  If 
you  selected  Admission,  the  Primary  Admission 
Screen  is' displayed. 
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4.2.3  TO  VIEW  REG  HISTORY  DATA  -  OPTION  3 


This  option  allows  you  to  review  data  on  a 
patient's  last  inpatient  episode.  This  infor¬ 
mation  replaces  the  sponsor  data. 


o  Enter  3  at  ENTER  SELECTION  and  press 
Return. 


The  History  Data  Segment  is  displayed.  The 
cursor  is  at  ENTER  SELECTION.  This  screen  is 
for  viewing  only  and  cannot  be  updated. 


o  Enter  option  4  to  return  to  the  Sponsor 
Data  Segment. 


4.2.4  TO  REDISPLAY  SPONSOR  DATA  -  OPTION  4 


When  there  is  a  REG  HISTORY  or  REGISTRATION 
PRODUCTS  segment  displayed  on  the  screen,  use 
this  option  to  return  to  the  Sponsor  Data  Screen 
segment . 


4.3  TO  VIEW  OR  UPDATE  THE  REGISTRATION  SCREEN 


o  Enter  R  on  the  User  Entry  Menu  and  press 
Return. 
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The  PTID  Screen  is  displayed.  The  cursor  is  at 
REG  NO.  Identify  the  patient  whose  record  you 
wish  to  view  or  update. 


NOTE:  The  registration  record  of  a  current 
inpatient  can  only  be  viewed  or  updated 
through  the  admission  function. 

o  Press  Entry  Done  to  move  the  cursor  to 
SELECTION. 

o  Press  Return  at  SELECTION. 


Note:  A  patient  must  already  be  registered 
and  admitted  to  have  a  REG  NO. 


The  Registration  Screen  displays  data  on  this 
patient.  The  cursor  is  at  ENTER  SELECTION. 


o  View  the  record.  Select  an  option  to 
request  products  or  to  view  Registration 
History  showing  the  previous  admission 
data . 


o  To  update  a  single  field,  enter  all  or 
part  of  its  label.  To  move  the  cursor  to 
each  field,  enter  ALL. 
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o  If  you  chose  to  update  one  field,  type 
the  update  and  press  Return.  The  cursor 
will  go  back  to  ENTER  SELECTION. 


o  If  you  entered  ALL,  update  any  or  all 
fields  and  press  Return  after  each  one. 
You  can  use  the  Entry  Done  key  at  any 
time  to  return  to  ENTER  SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to  store 
the  update. 


The  PTID  Screen  is  displayed.  The  cursor  is 
at  REG  NO. 


o  To  return  to  the  User  Entry  Menu,  press 
the  Cancel  key. 

o  To  identify  another  patient,  enter,  the 
REG  NO. 


4.4  POINTS  TO  REMEMBER 


1.  To  access  an  existing  patient  record  in  Reg¬ 
istration  processing,  enter  valid  search 
criteria  on  the  PTID  Screen.  When  a  pa¬ 
tient's  record  is  identified,  the  Registra¬ 
tion  Screen  displays  the  existing  patient 
data. 

View  or  update  this  information.  Use  option 
1  to  request  Registration  Forms. 
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2.  When  registering  any  patient  who  has  had  a 
family  member  previously  registered,  the 
sponsor's  demographic  information  is  dis¬ 
played  on  the  Registration  Screen. 


3.  Registration  required  fields  include  PATIENT 
CATEGORY,  MARITAL  STATUS,  RACE,  SPONSOR 
NAME,  and  RANK  plus  additional  fields  de¬ 
pending  on  the  military  department  and  cate¬ 
gory  of  the  patient. 


4.  The  Registration  Screen  is  displayed  when 
you  choose  Admission  Processing  from  the 
User  Entry  Menu  and  begin  a  new  patient 
record.  After  you  have  registered  the  new 
patient,  the  Admission  Screen  is  displayed. 


5.  The  data  on  the  PTID  Screen  can  be  updated 
on  the  Registration  Screen.  Enter  the  par¬ 
tial  field  label  for  the  field  to  be  up¬ 
dated,  type  over  the  existing  information, 
and  press  Return. 


6.  DEERS  eligibility  check  is  initiated  when 
the  user  selects  Registration  or  Admission 
Processing  and  has  identified  or  entered  a 
specific  patient.  The  response  from  DEERS 
is  returned  at  the  end  of  the  Registration 
or  Admission  process  or,  if  by  the  end  of 
these  two  processes  a  response  doesn't  come 
back,  is  put  into  a  Batch  Eligibility 
Report. 
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A. 5  CHECKPOINT 


Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

l 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 


1.0 


4-22 


SEPT  1985 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


SECTION  5.  ADMISSION 


PROCEDURE  PAGE 


5.1  To  Admit  a  New  Patient . 5-5 

5.2  Special  Admissions..... . 5-14 

5.2.1  To  Preadmit  a  Patient . 5-15 

5.2.2  To  Change  Preadmission  to  Admission. .5-16 

5.2.3  To  Admit  a  Patient  Carded  Record  Only 
(CRO)  or  Emergency  Room  Death  (ERD)..5-18 

5.3  Options . 5-20 

5.3.1  To  Request  Admission  Forms,  Embossed 
Cards,  and  Index  Cards  -  Option  1....5-20 

5.3.2  To  View  Next  Segment  -  Option  2 . 5-21 

5.3.3  To  Return  to  Entrance  -  Option  3 . 5-22 

5.3.4  To  Display  Selection  Table  - 

Option  4 . ..5-23 

5.3.5  To  Update  Information  in  the 

Admission  Record.. . 5-24 

5.4  To  Cancel  an  Admssion  or  Pre¬ 
admission  -  Option  12 . 5-27 

5.5  Points  to  Remember . 5-28 
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AOHISSION  MIC  _  ttfC  _ 

PERSONAL  DATA  -  PRIVACY  ACT  OF  1»74 

NAIC _ rMP  _  ssn  _  008  _ 

PAIIENI  CAICCORY  _  5£»  RELIGION  _  DC  INTEREST  t  / 

SOURCE  AON  _  REG  NO  _  AON  DAIE/IM  _ 

ATTENDING  PHY  _ DATE  _  a  IN  SVC  _  OAIE/TITC  _ 

HARO _  ROOM _  BED  _  DATE/TIME  _  TYPE  CASE 

AON  OlAGi  CODE  _  TEXT  _ _ 

STATUS!  ASSENT  _  CASUALTY  _ _  *€8  _  EAOS/ETS  _  LENCIH  SVC  _ 
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5.  ADMISSION  PROCESSING 


ACCESS  Admission  processing  is  accessed  by 

selecting  A,  Admission  Processing, 
from  the  User  Entry  Menu.  The  PTID 
Screen  is  displayed  first  to  enable 
creation  of  a  new  record  or 
retrieval  of  existing  records  using 
any  valid  search  criteria. 


PURPOSE.  The  Admission  process  enables  you 

to: 

1.  Collect  inpatient  episode 
information  necessary  to  admit 
a  person  as  an  inpatient  or  as 
a  preadmit. 

2.  View  and  update  existing  pa¬ 
tient  admission  records. 

3.  Cancel  admissions,  or  change  a 
preadmit  to  an  admission. 

4.  Request  Admission  forms,  Index 
Cards  and  Embossed  Cards. 


DESCRIPTION  Admission  processing  uses  the  Re¬ 
gistration  Screen  to  collect  demo¬ 
graphic  information  and  the  Primary 
Admission  Screen  to  collect  episode 
information.  The  Primary  Admission 
Screen  is  made  up  of  two  screen 
segments:  Admission  Data  and 
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Entrance  Data.  During  the  Admis¬ 
sion  process,  the  Entrance  Data 
segment  of  the  screen  can  be  re¬ 
placed  by  eight  alternate  screens 
segments  depending  on  the  addition¬ 
al  information  required  to  admit  a 
particular  patient.  These  segments 
are: 

-  Update  Newborn  Admission  Data 

-  Update  Transfer-In  Data 

-  Update  Emergency  Data 

-  Update  Cause  of  Injury  Data 

-  Update  Absent  Status  Data 

-  Update  Casualty  Status  Data 

-  Update  MEB  Status  Data 

-  Admission  Cancellation 


OPTIONS  1  -  INPATIENT  PRODUCTS  enables-  you 

to  request  additional  Registra¬ 
tion  Forms,  Index  Cards  and 
Embossed  Cards. 

2  -  VIEW  NEXT  SEGMENT  enables  you 

to  display  each  of  the  alter¬ 
nate  Admission  segments  one  at 
a  time. 

3  -  RETURN  TO  ENTRANCE  DATA  enables 

you  to  redisplay  the  Entrance 
Data  segment  when  another  seg¬ 
ment  is  displayed. 

4  -  SELECTION  TABLE  enables  you  to 

display  a  menu  of  ail  the  Ad¬ 
mission  segments  for  selection. 
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5.1  TO  ADMIT  A  NEW  PATIENT 


o  Enter  A  on  the  User  Entry  Menu  and  press 
Return. 


The  PTID  Screen  is  displayed.  The  cursor  is 
at  REG  NO. 


o  Press  Return  to  move  the  cursor  to  the 
NAME  field. 


o  Enter  the  patient's  name  and  other  iden¬ 
tifying  information.  (Refer  to  Section 
3  on  PTID.) 


o  Enter  N  at  SELECTION  for  a  new  patient. 
An  eligibility  check  is  sent  to  DEERS  at 
this  time. 


Notes  The  Candidate  List  Screen  is  dis¬ 
played  if  any  currently  or  pre¬ 
viously  registered  patient  has  a 
similar  name,  sex,  FMP/SSN,  or  same 
last  name  and  first  four  letters  of 
the  first  name.  This  is  to  prevent 
you  from  duplicating  a  record  that 
already  exists. 
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The  Registration  Screen  is  displayed.  The 
cursor  is  at  PATIENT  ADDRESS. 


There  are  two  possible  conditions: 


1.  If  The  Patient  la  Not  Registered: 


Data  will  be  carried  over  from  the  PTID 
Screen.  Other  data  fields  may  be  filled  in 
depending  on  whether  another  member  of  the 
patient's  family  has  been  registered.  The 
cursor  will  be  at  PATIENT  ADDRESS. 


o  Complete  the  Registration  Screen.  Refer 
to  Section  4. 


2.  If  The  Patient  la  Registered: 


The  data  fields  are  filled  in  if  the  patient 
has  already  been  registered.  The  cursor  is  at 
ENTER  SELECTION. 


o  View  the  registration  information  and 
make  sure  it  is  up-to-date. 
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o  Enter  the  partial  field  label  of  any 
field  you  wish  to  update,  or  enter  ALL 
to  update  several  fields. 

o  Enter  the  new  data  in  fields  as 
necessary. 

o  If  you  entered  ALL,  press  Entry  Done  to 
move  the  cursor  to  ENTER  SELECTION. 


o  With  the  cursor  at  ENTER  SELECTION, 
press  Return  to  store  the  Registration 
data  and  display  the  Admission  Screen. 


If  the  DEERS  Eligibility  response  has  come 
back,  it  will  be  displayed  (see  Section  4.1.1 
for  more  detail.) 


The  Primary  Admission  Screen  is  displayed  with 
patient  information  carried  over  from  the 
Registration  Screen.  The  cursor  is  at  SOURCE 
ADM. 


Notes  If  you  cancel  at  this  time  the  Regi¬ 
stration  data  will  be  stored. 


o  Enter  the  SOURCE  ADM  code,  and  press 
Return. 
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The  cursor  moves  to  the  next  field:  REG  NO. 


o  If  your  MTF  requires  manual  assignment 
of  register  numbers,  complete  this  field 
and  press  Return. 

Note:  If  your  MTF  has  automatic  assignment 
of  register  numbers,  this  field  will 
be  automatically  filled  in  by  the 
system.  To  override  the  REG  NO,  the 
system  manager  must  block  a  group  of 
numbers  that  can  be  assigned  manu¬ 
ally.  You  will  type  a  blocked  num¬ 
ber  over  the  system-generated  num¬ 
ber.  (The  Air  Force  manually 
assigns  the  mother's  REG  NO  plus  a 
suffix  for  newborns.) 


The  cursor  moves  to  the  next  field:  ADM  DATE/ 
TIME. 


o  Enter  N  to  default  the  current  date  and 
time. 


o  Continue  to  enter  the  patient  admission 
information  and  entrance  data  required 
in  each  field  using  the  Help  feature  for 
code  tables  and  field  requirements. 
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Note:  If  you  are  unfamiliar  with  admission 

diagnosis  codes  (ADM  DIAG: )  follow 
these  steps: 


o  Move  to  the  field  labeled  TEXT. 


o  Press  Help  for  a  listing. 


A  list  of  categories  of  ICD  code  is  displayed, 
showing  a  key  word  for  each  category. 


o  Enter  all  or  part  of  the  key  word  for 
the  appropriate  coding  category  and 
press  Help. 


A  list  of  subgroups  within  that  category  is 
displayed. 


o  Take  note  of  the  3-digit  code  that 
represents  the  subgroups  of  ICD  codes 
that  seems  appropriate. 

o  Move  the  cursor  back  to  ADM  DIAG  CODE. 


o  Enter  the  3-digit  code  and  press  Help. 
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A  list  of  all  the  codes  in  that  subgroup  is 
displayed. 


o  Enter  the  appropriate  code  in  the  ADM 
DIAG  CODE  field.  The  corresponding  text 
will  automatically  be  displayed  in  the 
TEXT  field. 

o  You  can  change  the  wording  of  the  Text 
by  typing  over  the  defaulted  text  if  you 
wish. 


o  After  the  Primary  Admission  Screen  is 
completed,  press  Return. 
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The  Entrance  Data  segment  will  automatically 
be  replaced  with  a  series  of  screen  segments, 
depending  on  what  dsta  you  entered  on  the 
primary  screen.  The  entire  list  of  segments, 


and 

the  order  in  which 

they  would  appear  is: 

1. 

Newborn  Admission 

2. 

Transfer-In 

3. 

Emergency  Data 

4. 

Cause  of  Injury 

5. 

Absent  Status 

6. 

Casualty  Status 

7. 

Medical  Evaluation 

Board  (MEB)  Status 

For  example,  if  the  TYPE  CASE  is  injury,  the 
cause  of  Injury  segment  will  be  displayed.  If 
a  segment  is  not  applicable  to  the  patient,  it 
will  not  be  displayed. 


Note;  The  Emergency  Data  segment  is  dis¬ 
played  for  each  patient.  It  may  be 
filled  in  with  data  if  another  mem¬ 
ber  of  this  family  has  already  been 
admitted,  but  you  can  update  this 
data. 
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Note:  If  you  admit  a  patient  with  an 
absent  status  of  Bed  Occupied,  the 
Absent  Status  will  not  be  displayed. 


o  Continue  to  enter  data  in  each  required 
field  of  the  screen  segment. 


When  you  ha\Je  completed  required  fields  on  a 
screen  segment,  three  things  can  occur: 


1 .  You  will  see  a  consistency  error  message. 


If  the  cursor  moves  back  to  a  field  on  any 
segment  and  a  consistency  edit  message  is  dis¬ 
played,  you  must  correct  the  information  in 
one  of  the  fields  involved  in  the  error. 


Note:  Some  consistency  error  messages  are 
warnings,  which  you  can  override, 
for  example,  when  the  ward  assign¬ 
ment  does  not  agree  with  the  clini¬ 
cal  service.  Enter  Y  to  override 
these  warnings. 


o  Correct  the  data. 
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2.  The  next  segment  in  the  series  will  be  dis¬ 
played. 

o  Continue  entering  in  the  information  and 
correct  any  inconsistent  data  indicated 
by  a  consistency  edit. 

3.  The  cursor  will  go  to  ENTER  SELECTION. 


If  after  completing  the  last  field  on  the 
segment  the  cursor  moves  to  ENTER  SELECTION, 
the  admission  data  is  complete. 


a  Once  the  Admission  segments  are  com¬ 
plete,  you  can  select  an  option  from  the 
submenu.  Enter  the  number  of  the  option 
and  press  Return. 

1  -  Inpatient  Products 

2  -  View  Next  Segment 

3  -  Return  to  Entrance 

4  -  Selection  Table 


o  If  no  options  are  required  at  this  time, 
press  Return  to  store  the  data  and  to 
create  the  admission  record.  The  regis¬ 
ter  number  is  assigned.  One  Admission 
Form  and  one  set  of  Index  Cards  are 
automatically  printed  if  you  did  not 
change  the  default.  If  you  specified  an 
embossed  card  to  be  printed,  it  will 
also  print. 
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AND 


A  DEERS  Eligibility  Response  will  return 
stating  the  eligibility  status  of  the  patient 
(see  Section  4.1.1  for  greater  detail). 


Note:  The  admission  record  is  not  stored 
until  you  complete  all  required  seg¬ 
ments  and  press  Return  with  the 
cursor  at  ENTER  SELECTION. 


The  admission  is  complete  and  the  PTID  Screen 
is  displayed. 


o  To  return  to  the  User  Entry  Menu,  cancel 
out  on  the  PTID  Screen. 


o  To  admit  another  patient,  enter  the 
identification  data  on  the  PTID  Screen. 


5.2  SPECIAL  ADMISSIONS 


Special  admissions  include  preadmissions,  chang¬ 
ing  a  preadmission  to  an  admission,  patients  who 
are  carded  for  record  only,  and  emergency  room 
deaths. 
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5.2.1  TO  PREADMIT  A  PATIENT 


You  can  preadmit  a  patient  by  completing  the 
Admission  processing  screens  before  the  actual 
admission  date. 


o  Enter  A  on  the  User  Entry  Menu  and 
Return. 


o  Complete  the  PHD  Screen. 


o  Enter  the  preadmission  code  at  SOURCE 
ADM. 


Note:  You  can  enter  a  future  admission 
DATE/TIME  for  the  projected  admis¬ 
sion.  You  can  also  assign  a  ward  to 
reserve  a  bed  for  this  patient. 

Absent  status  i3  not  required  for  a 
preadmit. 


o  Complete  the  Admission  Screen  and  the 
applicable  screen  segments. 


o  Press  Return  at  ENTER  SELECTION  to  store 
the  preadmission. 
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A  DEERS  eligibility  response  is  displayed  if 
it  has  returned  from  DEERS  (see  Section  4.1.1 
for  wore  detail). 


Note:  A  system-generated  register  number 
is  not  assigned  for  a  preadmit. 

Admission  products  are  not  generated 
for  pre-admits. 

3.2.2  TO  CHANGE  PREADMISSION  TO  ADMISSION 


o  Enter  A  on  the  User  Entry  Menu  and  press 
Return. 


The  PTID  Screen  is  displayed.  The  cursor  is 
at  REG  NO. 


o  Identify  the  patient  on  the  PTID  Screen. 


The  Registration  Screen  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  Check  the  information  for  accuracy,  cor¬ 
rect  as  necessary,  then  presd  Return. 
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The  Primary  Admission  Screen  is  displayed. 
The  cursor  is  at  SOURCE  ADM. 


o  Change  the  code  from  preadmit  to  the 
appropriate  admission  code,  and  Return. 


The  cursor  moves  to  DATE/TIME. 


o  Update  the  current  admission  date  and 
time. 


o  Continue  to  update  the  information  and 
to  complete  any  applicable  Admission 
segments. 


o  With  the  cursor  at  ENTER  SELECTION, 
select  one  of  the  options  or  press 
Return  to  store  the  admission  data. 


A  DEERS  eligibility  response  is  displayed  or 
put  into  a  Batch  Report. 


Note:  The  register  number  is  now  assigned. 
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5.2.3  TO  ADMIT  A  PATIENT  CARDED  FOR  RECORD  ONLY 
(CRO)  OR  EICRGENCY  ROOM  DEATH  (ERD) 


Note:  This  type  of  admission  is  used  only 
by  Army  and  Air  Force  HTFs.  Navy 
MTFs  can  record  CRO  and  ERD  patients 
through  the  Emergency  Service  Occur¬ 
rence  Screening  Function  of  the  QA 
subsystem. 


o  Enter  A  on  the  User  Entry  Menu  and  press 
Return. 


The  PTID  Screen  is  displayed.  The  cursor  is 
at  REG  NO. 


o  Identify  the  patient  on  the  PTID  Screen. 


The  Registration  Screen  is  displayed.  The 
cursor  is  at  PATIENT  ADDRESS. 


o  Complete  the  Primary  Registration 
Screen. 
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When  the  Registration  Screen  is  complete  and 
you  press  Return  at  ENTER  SELECTION,  the 
Admission  Screen  is  displayed.  The  cursor  is 


at  SOURCE  ADM. 


o  Enter  the  source  of  admission  from  a  CRO 
or  ERO.  Use  Help  to  see  a  list  of 
codes. 


o  Enter  the  approprate  CRO  codes  for 
clinical  service  and  absent  status. 


o  Complete  the  Primary  Admission  Screen 
and  other  applicable  segments. 


E 


The  Patient  Disposition  segment  is  displayed. 


o  Complete  the  disposition  segment  with 
the  appropriate  disposition  type  and 
date. 


o  Press  Return  at  ENTER  SELECTION  to  store 
the  admission  and  the  disposition. 


A  DEERS  eligibility  response  is  displayed, 
(see  Section  4.1.1  for  more  detail). 
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5.3  OPTIONS 


The  cursor  is  at  ENTER  SELECTION. 


o  Type  the  number  of  the  option  selected 
and  press  Return. 

1  -  INPATIENT  PRODUCTS 

2  -  VIEW  NEXT  SEGMENT 

3  -  RETURN  TO  ENTRANCE 

4  -  SELECTION  TABLE 


5.3.1  TO  REQUEST  ADMISSION  FORMS,  EMBOSSED 
CARDS,  AND  ItOEX  CARDS  -  OPTION  1 

A  new  admission  is  automatically  issued  one  set 
of  Index  Cards  and  one  Admission  Form.  Option  1 
allows  you  to  request  Index  Cards  and  Admission 
Forms  as  well  as  Embossed  Cards.  Embossed  Cards 
are  not  qenerated  automatically.  These  products 
are  not  produced  until  the  record  is  stored. 


o  Enter  option  1  at  ENTER  SELECTION  and 
press  Return. 


The  Inpatient  Products  Seqment  is  displayed. 


o  Type  the  number  of  items  requested  in 
each  field. 
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o  Press  Return  after  typinq  each  request 
number  to  enter  data  and  move  to  the 
next  field. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  request  and 
the  record  and  return  to  the  PTID 
Screen. 


The  requested  items  will  be  produced  when  the 
admission  record  and  request  are  stored. 


5.3.2  TO  VIEW  NEXT  SEGMENT  -  OPTION  2 

This  option  allows  you  to  view  each  of  the  eiqht 
screen  seqments,  includinq  those  not  required 
for  your  patient. 


The  cursor  is  at  ENTER  SELECTION. 


o  Enter  option  2  and  press  Return  to  dis¬ 
play  the  first  seqment  in  the  series. 
Continue  this  process  to  view  each 
screen  seqment. 
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o  To  enter  data  on  any  segment,  enter  the 
partial  field  label  or  ALL. 


5.3.3  TO  RETURN  TO  ENTRANCE  -  OPTION  3 

Use  this  option  to  display  the  Entrance  Data 
segment  when  any  other  segment  is  being  dis¬ 
played.  Information  on  the  Primary  Admission 
Screen  can  be  updated  only  when  the  Entrance 
Data  Segment  is  displayed. 


o  Enter  3  and  press  Return  to  display  the 
Entrance  Data  Segment. 


Note:  To  update  any  field  on  the  Primary 
Admission  Screen,  enter  the  field 
label  at  ENTER  SELECTION,  and  press 
Return. 


The  cursor  will  move  to  the  field  you 
identified. 


o  Change  the  information  in  that  field  and 
press  Return  to  move  the  cursor  to  ENTER 
SELECTION. 


The  corresponding  Admission  segment  will  be  dis¬ 
played  if  applicable.  The  cursor  will  be  at  the 
first  field  reguiring  data. 
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o  Enter  data  to  complete  the  segment. 


When  the  cursor  moves  to  ENTER  SELECTION,  the 
required  data  has  been  entered. 


o  Press  Return  at  ENTER  SELECTION  to  store 
the  update. 


A  DEERS  Eligibility  response  will  be  dis¬ 
played  (see  Section  4.1.1  for  more  detail). 


5.3.4  TO  DISPLAY  SELECTION  TABLE  -  OPTION  4 

This  option  displays  an  extended  list  of  submenu 
options  which  allow  you  to  choose  a  specific 
screen  segment  to  update,  or  to  cancel  an 
admission. 

-  Update  Newborn  Admission  Data 

-  Update  Transfer-In  Data 

-  Update  Emergency  Data 

-  Update  Cause  of  Injury  Data 

-  Update  Absent  Status  Data 

-  Update  Casualty  Status  Data 

-  Update  MEB  Status  Data 

-  Admission  Cancellation 


Choose  options  5  through  11  to  update  sny  screen 
seqment.  Then  enter  ALL  or  type  part  or  all  of 
a  particular  field  label  to  enter  your  update. 
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Press  Return  to  store  the  update,  and  return  to 
ENTER  SELECTION. 


5.3.5  TO  UPDATE  INFORMATION  IN  THE  ADMISSION 
RECORD  -  OPTIONS  5  THROUGH  11 

These  options  enable  you  to  update  the  Admission 
record  and  track  changes  in  clinical  service, 
absent  status,  casualty  status,  ward,  provider, 
etc. 


o  Enter  A  or  T  on  the  User  Entry  Menu. 


The  PTID  Screen  is  displayed. 


o  Identify  a  current  record. 


The  Primary  Admission  Screen  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  Enter  the  label  of  the  field  you  wish  to 
update,  or  type  ALL  to  move  to  each 
field,  or  select  a  screen  segment  to 
update. 


Ihe  cursor  will  move  to  the  requested 
field(s). 
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Note:  The  Patient  Identification  and  Regi¬ 
stration  information  (top  3  lines) 
can  be  updated  only  through  the 
Registration  process.  The  Primary 
Admission  Screen  can  be  updated  only 
when  the  Entrance  Data  Segment  is 
displayed. 


o  When  you  update  the  ward,  absent  status, 
or  clinical  service,  the  system  will 
keep  track  of  the  old  data  as  well  as 
the  update. 


If  you  update  TYPE  CASE,  ABSENT  STATUS, 
CASUALTY  STATUS,  or  MEB  STATUS,  the  corres¬ 
ponding  segment  is  displayed  automatically, 
one  at  a  time. 


o  When  each  segment.  i3  displayed,  enter 
the  information  required.  Consistency 
edits  will  determine  whether  the  updated 
data  is  consistent  or  inconsistent. 


Admission  Data  Consistent 


If  the  cursor  moves  to  ENTER  SELECTION,  the 
admission  data  is  complete  and  consistent. 
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o  Press  Return  to  store  the  updated 
information. 


A  DEERS  eligibility  response  is  displayed  (see 
Section  4.1.1  for  more  detail). 


Admission  Data  Not  Consistent 


If  a  consistency  error  message  is ’displayed, 
some  of  the  information  is  inconsistent  and 
must  be  changed. 

o  If  the  cursor  is  positioned  at  OVER¬ 
RIDE,  you  have  the  option  to  leave  the 
data  as  is.  Enter  Y  to  override. 

o  If  there  is  a  consistency  error  mes¬ 
sage  and  the  cursor  moves  to  a  field 
on  the  screen,  you  must  change  the 
information  in  one  of  the  data  fields 
involved  in  the  error. 


o  Enter  data  in  at  lfeast  one  of  the  fields 
to  correct  the  inconsistency. 


When  the  cursor  moves  to  ENTER  SELECTION,  the 
consistency  error  has  been  corrected.  Press 
Return  to  store  the  admission  updates. 


5-26 


1.1 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


5.4  TO  CANCEL  AN  ADMISSION  OR  PREADMISSION  - 
OPTION  12 


This  selection  enables  you  to  cancel  an  admis¬ 
sion  or  preadmission,  or  to  change  an  admission 
to  a  preadmission. 

Note:  You  cannot  cancel  an  admission  that 
has  just  been  entered,  but  not  yet 
stored. 


If  the  patient  was  admitted,  the  cursor  is  at 
ENTER  SELECTION.  If  the  patient  is  a  pre¬ 
admit,  the  cursor  is  at  SOURCE  ADM. 


o  For  preadmit,  use  the  ENTRY  DONE  key  to 
go  through  each  screen  segment  and  get 
to  ENTER  SELECTION. 


o  Enter  4  and  press  Return  at  ENTER 
SELECTION  to  view  the  selection  table. 


o  Enter  12  and  press  Return  to  access  the 
Admission  Cancellation  segment. 


The  Admission  Cancellation  segment  is  dis¬ 
played.  The  cursor  is  at  SOURCE  ADM. 
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o  Type  the  appropriate  code  and  press 
Return. 


Note:  The  code  depends  on  whether  you  are 
cancelling  an  admission  or  pre¬ 
admission  ,  or  changing  an  admission 
to  a  preadmission. 


o  Enter  data  in  the  required  fields. 

o  Press  Return  when  the  cursor  is  at  ENTER 
SELECTION  to  store  the  change. 

5.5  POINTS  TO  REMEMBER 


Admission  Screen  Sequence 


1.  The  Admission  process  uses  the  following 
screens  and  segments: 


PTID  Screen  enables  you  to  identify  the 
patient' 8  record  or  to  begin 
to  create  a  new  record. 


Registration  enables  you  to  enter  or  up- 

Screen  date  the  patient's  demo¬ 

graphic  information. 
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Primary 

Admission 


Entrance 
Data  Segment 


Newborn 

Admission 

Segment 


Transfer-In 

Segment 


Emergency 

Data 


Cause  of 
Injury  Data 


enables  you  to  enter  informa¬ 
tion  about  the  admission  such 
as  source  of  admission,  type 
case,  absent  status,  casualty 
status,  and  MEB  status. 

Entries  in  these  fields  on 
the  Primary  Admission  Screen 
will  cause  the  corresponding 
Admission  segments  to  be 
displayed. 

enables  you  to  enter  data 
about  the  admission  such  as 
admitting  physician  and 
projected  disposition  type. 

requires  that  you  enter  the 
mother's  register  number  to 
link  the  records  together. 
(Not  used  by  the  Air  Force.) 

requires  information  regard¬ 
ing  the  MTF  from  which  the 
patient  was  transferred. 

requires  the  name,  address, 
and  phone  number  of  the  next 
of  kin  and  an  emergency  con¬ 
tact.  This  segment  is  dis¬ 
played  for  all  Admissions. 

requires  information  about 
cause  of  injury,  if  the  pa¬ 
tient  has  a  type  case  indi¬ 
cating  injury. 
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Absent  requires  information  about 
Status  the  patient's  absent  status. 

The  Absent  Status  segment  is 
not  displayed  if  a  patient  is 
admitted  as  a  bed  occupant. 


Medical  requires  information  on  the 

Evaluation  patient's  MEB  status,  if  an 

Board  Status  NEB  status  code  was  entered 

on  the  Primary  Admission 

Screen. 


Admission  allows  you  to  cancel  an  ad- 

Cancellation  mission  and  requires  informa¬ 
tion  such  as  date,  authoriz¬ 
ing  physician  and  reason  for 
the  cancellation. 


2.  The  screens  that  are  displayed  after  the 
PTID  Screen  in  Admission  processing  are 
determined  by  the  following  conditions: 

o  If  the  patient  is  not  currently  regis¬ 
tered,  the  Registration  Screen  is.  dis¬ 
played  and  must  be  completed  before  the 
Admission  Screen. 

o  If  the  patient  has  been  registered  but  is 
not  currently  admitted,  the  Registration 
Screen  is  displayed  and  should  be  re¬ 
viewed  and  updated  to  reflect  current 
demographic  information  before  the  Admis¬ 
sion  Screen  is  completed. 
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o  If  the  patient  is  currently  admitted,  the 
Admission  Screen  is  displayed  and  can  be 
updated  to  track  changes  m  status,  ward, 
etc.,  during  the  episode. 


3.  Each  time  you  update  a  field  on  any  Admis¬ 
sion  segment,  the  consistency  edits  are  per¬ 
formed.  Any  errors  resulting  from  incon¬ 
sistent  data  must  be  corrected  before  the 
record  can  be  stored. 


4.  A  mother  must  be  admitted  before  her  newborn 
can  be  admitted.  Newborns  in  the  Air  Force 
must  be  manually  assigned  their  mother's 
register  number  with  a  suffix. 


3.  Once  an  admission  record  is  stored,  you  will 
not  have  access  to  the  top  three  lines  of 
data  on  the  Primary  Admission  Screen.  In¬ 
formation  on  the  top  two  lines  can  only  be 
changed  in  Registration.  The  source  of  ad¬ 
mission  and  date/time  of  admission  can  only 
be  changed  in  Correction  Management.  You 
cannot  change  the  register  number  through 
any  process. 


6.  Use  the  Admission  process  (or  Transfer 
process)  to  record  changes  in  a  patient's 
ward,  clinical  service,  or  absent  status 
assignment.  Use  the  Correction  Management 
process  ^o  correct  information  entered  in 
error. 
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7.  To  update  the  Admission  Screen,  First  enter 
updates  on  the  Primary  Admission  Screen. 
When  you're  changing  an  inpatient's  absent 
status  from  OUT  to  IN  (bed  occupied),  use 
the  Primary  Admission  Screen.  This  is  be¬ 
cause  you  have  to  enter  the  ward,  the  ward 
date/time,  and  the  new  clinical  service  (if 
it  is  changed)  in  addition  to  changing  the 
absent  status.  You  can  update  information 
on  the  Primary  Admission  Screen  only  when 
the  Entrance  Data  segment  is  displayed  on 
the  lower  portion  of  the  Primary  Admission 
Screen. 


8.  When  you're  changing  an  inpatient's  Absent 
Status  from  IN  to  OUT,  you  can  use  the  Ab¬ 
sent  Status  segment  (unless  a  special  Clini¬ 
cal  Status  is  also  required).  The  patient's 
ward  will  be  cleared  automatically. 


9.  Any  backdated  change  in  ward,  clinical  ser¬ 
vice,  or  absent  status,  or  any  backdated 
cancellations  of  admissions  or  dispositions 
will  be  noted  in  corrections  to  A&D  text, 
and  will  be  printed  on  the  following  day's 
A&D  Report.  To  change  this  text,  use  the 
Correction  Management  function. 


10.  A  DEERS  Eligibility  Check  is  initiated  when 
Admission  Processing  is  selected  from  the 
Main  Menu  and  a  patient  has  been  identi¬ 
fied.  The  response  will  be  displayed  when 
the  admission  is  stored  after  pressing 
Return  at  ENTER  SELECTION  or  after  the 
Primary  Registration  Screen  is  complete. 
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11  Patients  admitted  after  hours  on  a  qiven  day 
’  ’  be  entered  into  AQCESS  before  the  MO 

Recao  is  run  for  that  day  so  that  the  pa 

tients  will  not  eppeer  89  fUTa^ittn 

Recap  report.  Patients  ad.ltted  for  a  given 

dav  but  after  the  running  of  the  Recap  re 
Vrt  for  that  day  will  show  as  corrections. 


5.6  CHECKPOINT 

j  tkjq  apction,  review  Lesson 
fCSvat™  functTona  of  TUIOR  Then  perfor. 

the  eweroiaea  provided  in  your  packet  and  anawer 
associated  questions. 

If  at  any  point  you  ofTh'e 

tion,  review  the  appropriate  section 

Training  Aid,  the  tutorial,  or  the  packet 
gain  the  understanding  you  need. 
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FIGURE  6.1  PRIMARY  DISPOSITION  SCREEN 
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6.  DISPOSITION  PROCESSING 


ACCESS  Disposition  processing  is  accessed 

by  selecting  D  (Disposition  Pro¬ 
cessing)  fro*  the  User  Entry  Menu 
Screen.  The  PTID  Screen  i3  dis¬ 
played  first  to  enable  you  to 
identify  a  patient's  record  using 
any  valid  search  criteria. 


PURPOSE  The  Disposition  process  enables  you 
to: 


1.  Enter  information  about  the  pa¬ 
tient's  discharge  from  your 
MTF. 

2.  View  or  update  disposition 
data. 

3.  Cancel  a  previous  disposition. 


DESCRIPTION  Disposition  processing  uses  the 
Primary  Disposition  Screen,  which 
is  made  up  of  two  segments:  Admis¬ 
sion  Summary  and  Patient  Disposi¬ 
tion.  The  Admission  Summary 
portion  contains  the  same 
information  that  is  displayed  on 
the  Primary  Admission  Screen  and 
cannot  be  updated.  To  disposition 
a  patient,  complete  the  required 
fields  on  the  Patient  Disposition 
Segment . 


6-3 


1.0 


SEPT  1985 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


OPTIONS  On  the  Primary  Disposition 
Segment : 

1  -  CANCEL  DISPOSITION 

Enables  you  to  cancel  a 
disposition  that  has  already 
been  entered  and  stored. 

2  -  VIEW  ADMISSION  DATA 

Displays  the  Primary  Admission 
Screen  and  enables  you  to  print 
inpatient  products  and  to  view, 
but  not  update,  all  the 
Admission  Screen  segments. 
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6.1  TO  DISPOSITION  A  PATIENT 


o  Enter  D  on  the  User  Entry  Menu  Screen 
and  Return. 


The  PTIO  Screen  is  displayed.  The  cursor  is 
at  REG  NUMBER. 


o  Enter  the  patient's  register  number  or 
identify  the  patient  using  valid  search 
criteria. 


o  Press  Entry  Done  to  move  the  cursor  to 
ENTER  SELECTION.  Press  Return  again  to 
locate  the  patient's  record. 


The  Primary  Disposition  Screen  is  displayed. 
The  cursor  is  in  the  Patient  Disposition  data 
segment,  at  the  DISPOSITION  TYPE  field. 


Note:  A  patient  cannot  be  disposi- 
tioned  from  certain  out 
statuses.  You  must  first 
transfer  the  patient  from  an 
Absent  Status  to  Bed 

Occupied. 

o  Enter  the  disposition  type  code. 
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To  disposition  pay  status  basics,  enter  disposi¬ 
tion  rode  Off.  This  will  record  the  disposition 
as  Of HER  DEPENDENTS  on  the  A&D  Report. 


The  cursor  moves  to  the  next  field. 


o  Continue  to  enter  data  ;.n  required 
fields;  correct  consistency  errors  as 
necessary. 


When  you  complete  the  disposition  press  Return 
at  ENTER  SELECTION.  Two  things  can  happen: 


If  the  PTID  Screen  is  displayed,  the  disposi¬ 
tion  is  stored  and  you  can  disposition  another 
patient. 


If  the  patient  is  a  mother,  the  Newborn  Dis¬ 
position  Screen  segment  is  displayed  next. 
This  means  the  patient  had  a  baby.  You  must 
either  disposition  the  baby  or  put  it  on  pay 
status  when  the  mother  is  dispoaitioned.  If 
you  cancel  at  this  point;  the  mother's  dis¬ 
position  will  not  be  stored. 
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The  Newborn  Disposition  Sequent  is  displayed 
automatically  if  you  have  just  dispoeit ioned 
the  baby's  mother.  This  aeqment  has  a  submenu 
of  options.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  option  1 -Dispoeit ion  This  Newborn. 


The  cursor  moves  to  the  DISPOSITION  TYPE 
f leld. 


o  Enter  the  disposition  type  end  complete 
the  screen  segment . 


Notei  The  cursor  will  skip  the 

dete/t  ims  of  disposition, 
which  is  taken  from  the 

mother's  record. 


iMhan  the  disposition  dote  is  complete,  the 
cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  newborn 
disposition. 
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The  PTID  Screen  is  redisplayed  or,  if  it  was  a 
Multiple  birth,  the  Newborn  Disposition 
Seqaent  is  repeated. 


6.)  TO  PUT  NEMHMN  ON  PRY  SIRIUS 


If  you  just  diapoeit toned  a  Mother,  the  New¬ 
born  Disposition  Seqaent  and  its  suhaenu  of 
options  is  displayed.  The  cursor  is  at  TNTfR 
SELECT  ION. 


o  If  the  baby  is  reaeining  in  the  NTT, 
enter  opt  ion  2  -  Put  newborn  to  pay 
status  and  press  Return. 


A  new  dots  field,  SOURCE  ADM,  is  displayed  on 
the  Newborn  Disposition  Seqaent .  The  cursor 
is  located  at  SOURCE  AON. 


o  Enter  the  appropriate  code  in  the  SOURCE 
AON  field  to  put  the  newborn  on  pay 
st  at  os. 


The  cursor  Moves  to  ENTER  SELECTION. 
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o  Press  Return  to  store  the  information. 
If  there  is  more  than  one  baby,  the  New¬ 
born  Disposition  Segment  is  redis¬ 
played.  Repeat  the  newborn  disposition 
process  until  the  PTID  Screen  is 
displayed. 


The  PTID  Screen  is  displayed.  Continue 
Disposition  processing  for  the  next  patient. 


6.4  OPTIONS 

o  Access  the  Disposition  Screen  using 
procedures  described  on  in  Section  6.1. 


The  Primary  Disposition  Screen  is  displayed. 
The  cursor  is  st  ENTER  SELECTION. 


o  Type  in  the  number  of  the  option  you 
wish  to  select  and  press  Return. 


1  -  CANCEL  DISPOSITION 

2  -  VIEW  ADMISSION  DATA 
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6.4.1  TO  CANCEL  A  PATIENT'S  DISPOSITION  - 
OPTION  1 


This  option  enables  you  to  cancel  a  disposition 
once  it  has  been  stored. 


o  With  the  cursor  positioned  at  ENTER 
SELECTION  on  the  Disposition  Segment , 
enter  1. 


The  Disposition  Cancellation  Segment  is  dis 
played .  The  cursor  is  at  the  WARD  field. 


o  Press  Return  for  the  patient  to  stay  in 
the  previous  ward  assignment,  or  type 
the  new  ward  ID  code. 


o  Complete  the  data  required  for 
cancellation. 


o  After  the  last  field  has  been  completed, 
press  Return. 


o  Correct  any  consistency  errors. 
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When  you've  filled  in  the  required  fields 
accurately  and  you  preaa  Return  at  ENTER 
SELECTION  to  stora  the  data,  two  things  can 
occur: 


1.  The  Piapoaltion  Will  la  Cancallad. 


If  the  PTIO  Screen  la  displayed,  the  data  is 
stored  and  you  can  disposition  another 
pat  lent . 


2.  The  Newborn  Piapoaltion  Cancellation 
*Ta— nt  will  *e  PggagT 


If  you  have  Just  cancelled  the  disposition  of 
the  Mother  of  a  newborn ,  the  Newborn  Disposi¬ 
tion  Cancellation  aeqeent  is  displayed.  You 
can  cancel  the  newborn  disposition  or  leave 
the  newborn  ae  ie. 


6.4.2  TO  CANCEL  THE  NENRONN  DISPOSITION 


The  Newborn  Disposition  Sequent  is  displayed. 


o  Enter  option  1  and  press  Return. 
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Notei  The  cancel let  ion  eeqeent  will  only  appear 
if  the  newborn  wea  ateo  dispoeit ioned. 
It  ia  not  displayed  if  the  newborn  was 
put  on  pay  status. 


The  newborn 'a  previous  ward,  roaa,  and  bed  in¬ 
formation  la  displayed.  The  cursor  is  at  the 
WAND  field. 


o  Change  the  newborn  informat  ion  as 
necessary  ori 


o  Press  Return  to  leave  the  newborn  in  the 
same  ward,  room,  and  bed. 


o  Enter  the  remaining  data  required  for 
cancellation. 


o  Press  Return  until  the  cursor  is  at 
ENTER  SELECT  ION. 


o  Press  Return  to  store  the  dtaposit ion 
cancel  let  ion. 


I he  newborn's  disposition  is  cancelled.  If 
there  is  another  baby  associated  with  the 
■other's  record,  the  Newborn  Disposition 
segment  is  displayed  sqain. 
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6.4.2. 1  TO  LEAK  NEWBORN  AS  IS 


The  Newborn  Disposition  Cancellation  sequent 
is  displayed  autoMatically  if  you  have  just 
cancelled  the  Mother's  disposition. 


o  Enter  option  2  at  ENTER  SELECTION,  and 
press  Return. 


The  newborn  raaains  diapositionad  and  the  PUD 
Screen  is  displayed.  Or,  if  there  is  Mora 
than  ana  baby,  the  Newborn  Diapoeition  Cancel¬ 
lation  Seqaent  is  displayed  again.  Repeat 
this  proceaa  for  any  additional  newboma  of 
this  Mother.  Nhen  the  cursor  Moves  to  ENTER 
SELECTION  end  you  press  Return,  the 
dispositions  for  the  Mother  and  the  newborn! a) 
are  cancelled. 


Notet  If  the  ayatea  goes  down  or  you 
cancel  out  before  finishing  the 
entire  process,  neither  the  dis¬ 
position  of  the  Mother  nor  the 
newborn! a)  will  be  cancelled. 

6.4.)  TO  VICK  ADMISSION  DATA  -  OPTION  2 


fhis  option  allows  you  to  view  the  patient's  ad- 
atsaian  data  and  order  inpatient  products.  You 
will  not  be  able  to  update  edaission  data. 
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The  Primary  Disposition  Screen  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  Enter  option  2  and  press  Return. 


The  Primary  Admission  Screen  is  displayed  with 
its  Entrance  Data  Segment.  The  cursor  is  at 


ENTER  SELECTION. 


o  Select  one  of  the  following  options: 


1  -  INPATIENT  PROOUCTS 

2  -  VIEW  NEXT  SEGMENT 

3  -  RETURN  TO  DISPOSITION 


o  For  options  1  and  2,  follow  procedures 
provided  in  Sections  $.3.1  and  5.3.2  of 
The  Training  Aid. 


6.4.4  TO  NETUHN  TO  DISPOSITION 


This  option  enables  you  to  return  to  the 
original  Disposition  Screen. 


An  Actoission  segment  is  displayed.  The  cursor 
is  at  ENTER  SELECTION. 
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o  Enter  option  3  and  press  Return. 


6.5  POINTS  TO  REMEMBER 


1.  The  newborn  record  is  linked  to  the  mother's 
record.  If  the  system  fails  when  you  are  in 
the  process  of  dispositioninq  a  mother  and 
newborn(s),  none  of  their  dispositions  will 
be  stored.  This  ensures  that  when  the 
mother  is  dispositioned,  her  newborn(s)  are 
also  either  dispositioned  or  put  on  pay 
status  (retained). 


2.  A  disposition  can  be  cancelled  if  neces¬ 
sary.  However ,  if  the  record  has  been  ac¬ 
cessed  by  Clinical  Records,  it  will  first 
have  to  be  released  to  A&D. 


6.6  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  per¬ 
form  the  exercises  provided  in  your  packet  and 
answer  associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  7.  TRANSFER 

PROCEDURE  PAGE 
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7.  TRANSFER 

ACCESS 


DESCRIPTION 


PROCESSING 


Transfer  processing  is  accessed  by 
selecting  T  (Transfer  Processing) 
from  the  User  Entry  Menu.  The  re¬ 
cord  is  identified  on  the  PTID 
Screen  and  the  Transfer  Screen  is 
displayed.  Transfer  processing  can 
also  be  performed  using  the  Admis¬ 
sion  Screen.  Refer  to  the  Admis¬ 
sion  Section  for  more  information. 


The  Transfer  process  enables  you  to 
update  admission  data  during  the 
patient's  stay  at  the  MTF.  You  can 
enter  information  such  as  changes 
in  ward,  clinical  service,  diagno¬ 
sis,  primary  provider,  absent 
status,  and  casualty  status. 

You  can  perform  the  same  functions 
in  the  Transfer  process  that  you  do 
in  the  Actaiission  process,  with  the 
exception  of  actually  admitting  a 
patient  or  cancelling  an  admission. 


Transfer  Processing  uses  the  same 
screens  as  Admission  processing. 
All  the  Admission  screen  segments, 
except  Atfciission  Cancellation,  are 
available.  When  any  field  on  the 
Transfer  Screen  is  updated,  the 
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OPTIONS 


screen  segment  associated  with  that 
field  is  automatically  displayed. 
Refer  to  Admission  processing  for 
procedures  on  updating  patient 
data. 


1  -  INPATIENT  PRODUCTS  enables  you 

to  generate  additional 
Admission  Forms  or  Index  Cards. 

2  -  VIEW  NEXT  SEGMENT  enables  you 

tc  display  each  of  the 
admission  segments. 

3  -  RETURN  TO  ENTRANCE  DATA  enables 

you  return  to  the  Primary 
Admission  Screen. 

A  -  SELECTION  TABLE  enables  you  tt 
display  the  menu  of  all  the 
adnission  segments  so  that  you 
can  select  the  one  needed  for 
processing. 
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7.1  10  TRACK  STATUS  CHANGES 


o  To  update  the  patient's  adsiasion  record 
and  track  changes  in  clinical  service, 
absent  status,  casualty  status,  ward, 
provider,  ate.,  enter  T  on  the  User 
Entry  Menu  Screen. 


The  PTID  Screen  is  displayed.  The  cursor  is 
at  REG  NO. 


o  Identify  the  patient's  record  on  the 
PTID  Screen  using  valid  search 
criteria. 


The  Transfer  Screen  is  displayed.  The  cursor 
is  at  ENTER  SELECTION. 


o  Enter  the  partial  label  of  the  field  you 
wish  to  update  or  enter  ALL  to  wive  the 
cursor  to  each  field.  Press  Return. 


The  cursor  wives  to  the  identified  field(s). 
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Note:  The  patient's  identification  and 
Registration  information  on  the 
top  two  lines  can  only  be  up¬ 
dated  through  the  Registration 
process.  The  source  of  admis¬ 
sion  can  only  be  updated  in 
Correction  Management;  you  can¬ 
not  update  the  regiater  number. 
The  Primary  Admission  Screen 
(upper  portion)  can  only  be 
updated  when  the  Entrance  Data 
Segment  is  displayed. 


As  information  is  updated  in  fields  such  as 
ward,  bed,  attending  physician,  absent 
status,  casualty  status,  or  MEB  status,  the 
corresponding  Admission  Segment  is 
automatically  displayed. 


o  Enter  the  additional  required  informa¬ 
tion  in  each  field  on  the  segment. 


When  the  required  data  hss  been  entered,  the 
cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  updated 
record. 
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Ihe  PHD  Screen  is  displayed. 


Note:  Updates  on  the  Admission  Screen 
or  the  Transfer  Screen  become 
part  of  the  history  of  the  inpa¬ 
tient  episode.  Do  not  update 
the  Admission  Screen  or  the 
Transfer  Screen  to  correct 
erroneous  data.  Corrections  can 
be  made  only  in  Correction 
Management . 

7.2  POINTS  TO  REMEMBER 

1.  When  you  change  a  ward  or  clinical  service, 
the  DATE/TIME  field  must  also  be  updated. 

2.  Updates  can  be  made  in  both  Transfer  and 
Admission  processing;  however,  you  cannot 
admit  or  cancel  an  admission  in  Transfer 
processing. 

3.  The  Entrance  Data  Segment  in  Transfer  pro¬ 
cessing  must  be  displayed  in  order  to  up¬ 
date  the  primary  admission  data  (top 
portion) . 
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FIGURE  8.1  REPORTS  SELECTION  SCREEN 
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8.  R/ADI  REPQRIS 


ACCESS  R/ADI  Reports  Selection  Screen  is 

accessed  by  selecting  1  -  R/ADI 

Reports  frost  the  User  Entry  Menu. 


PURPOSE  R/ADI  Reports  enables  you  to  print 

all  reports  related  to  Admission 
and  Disposition  processing. 


DESCRIPTION  R/ADI  Reports  uses  a  Reports  Selec¬ 
tion  Screen  that  lists  the  titles 
of  all  the  reports  available  to 
you.  Ihey  are  available  indivi¬ 
dually,  or  you  can  request  all 
nightly  or  all  monthly  reports  to 
be  printed.  The  reports  listed 
vary  among  military  departments. 


OPTIONS  N  -  ALL  NIGHTLY  REPORTS 
M  -  ALL  MONTHLY  REPORTS 
P2  -  DISPLAY  NEXT  PAGE 
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8.1  REPORT  DESCRIPTIONS 


AQCESS  provides  a  number  of  R/ADI  reports,  some 
of  which  are  listed  below.  These  reports  differ 
for  each  service;  examples  of  all  reports  are 
included  in  the  AQCESS  User  Manual. 


1.  AAO  REPORT.  Admission  and  Disposition  re¬ 
port  describes  daily  admission  activity, 
disposition  activity,  change  of  absent 
status  activity,  newborn  activity,  interward 
transfers,  and  correction  activity  for  pre¬ 
vious  reports. 


2.  VSI/SI/SC  REPORT.  This  report  lists,  by 
ward  and  clinical  service,  all  patients 
whose  casualty  status  is  seriously  ill,  very 
seriously  ill,  terminally  ill,  or  special 
category. 


3.  ALPHA  ROSTER.  This  report  lists  all  current 
inpatients  in  alphabetical  order,  giving 
absent  status  and  demographic  data  on  each 
patient. 


4.  WARD  NURSING  REPORT.  This  report  alphabeti¬ 
cally  lists  all  inpatients  assigned  to  a 
specific  ward  at  the  time  the  report  is 
run. 

3.  DAILY  ADMISSIONS  BY  DIAGNOSIS.  This  report 
lists  patients  admitted  cn  a  specific  date 
according  to  the  admission  diagnosis  code 
that  was  entered  at  the  time  of  admission. 
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6.  STATUS  OUT  ROSTER.  This  report  lists  pa¬ 
tients  currently  out  of  the  hospital  and 
gives  their  expected  return  dates. 


7.  COMMAND  INTEREST  REPORT.  This  report  lists 
patients  who  are  of  special  interest  to  the 
MTF  commander,  as  indicated  by  the  command 
interest  code(s)  entered  for  these  patients. 


8.  UCA  BED  DAYS  RECAP.  This  report  shows  the 
number  of  bed  days  by  clinical  service  and 
ward  for  the  month. 


9.  UCA  DISPOSITION  REPORT.  This  report  shows 
the  number  of  patients  who  have  been  dis- 
positioned  for  the  month  by  the  UCA  Clinical 
Service  code. 


10.  AAD  RECAP.  This  is  an  Army  report  that  dis¬ 
plays  current  hospital  status  of  admissions, 
dispositions,  and  numbers  of  patients  on 
each  status  by  patient  category. 


11.  PATIENT  STRENGTH  REPORT.  This  report  is 
used  by  the  Air  Force  and  Navy.  It  displays 
the  current  hospital  status  of  admissions 
and  dispositions  with  numbers  of  patients  on 
each  status  by  patient  category. 


12.  INJURY  REPORT.  This  report  lists  each  pa¬ 
tient  with  an  injury  case  and  pertinent  in¬ 
formation  about  the  injury  and  patient. 
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13.  DEATH  REPORT.  This  is  a  listing  of  all 
hospital  deaths. 


14.  ADMISSION  NOTIFICATION  LETTERS.  An  Admis¬ 
sion  Notification  letter  is  produced  on 
admission  for  all  active  duty  military  per¬ 
sonnel.  It  is  used  for  notifying  unit  com¬ 
manders  of  the  date  and  time  of  admission. 
This  letter  is  used  for  Army  and  Air  Force 
only. 


15.  LONG  TERM  PATIENT  ROSTER.  A  roster  of  all 
patients  who  have  been  in  the  hospital  for 
the  length  of  time  that  is  specified  by  your 
service. 


16.  PREADMISSION  LIST.  An  alphabetical  listing 
of  all  patients  who  are  currently  preadmit¬ 
ted  to  your  MTF. 


17.  PROJECTED  DISPOSITIONS  BY  AFSC/MOS  .  A  ros¬ 
ter  of  all  projected  dispositions  by  either 
military  specialty  or  AFSC. 


Note:  AFSC  is  Air  Force  Skill  Classifica¬ 
tion,  used  by  the  Air  Force  only. 
MOS  is  Military  Occupational  Special¬ 
ty  and  is  only  used  by  the  Army. 


18.  AF 235 /NAVY  OCCUPIED  BED  DAYS  REPORTS.  These 
reports  show  bed  day  occupancy  information 
for  the  time  period  specified. 
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Notes  AF235  is  used  by  the  Air  Force.  The 
NAVY  OCCUPIED  BEDS  DAYS  REPORT  is  the 
Navy  version  of  this  report . 


19.  DISPOSITION  NOTIFICATION  LETTERS.  This  out¬ 
put  is  printed  to  notify  Army  unit  com¬ 
manders  of  any  active-duty  enlisted  in  their 
commands  whose  dispositions  were  entered 
into  AQCESS  on  the  report  date.  Disposition 
Letters  are  printed  alphabetically  by  pa¬ 
tient  name,  with  one  letter  per  paqe.  They 
are  produced  nightly. 


20.  DISPOSITION  SUMMARY  BY  NAME.  This  report 
summarizes  all  dispositions  effective  in  the 
report  month  with  data  in  order  by  name. 
This  product  is  used  only  by  the  Navy,  and 
is  printed  monthly. 


21.  DISPOSITION  SUMMARY  BY  REGISTER  NUMBER. 

This  report  summarizes  all  dispositions 
effective  in  the  report  month  with  data  in 
order  by  register  number.  This  product  is 
used  only  by  the  Navy,  and  is  printed 
monthly. 


22.  ADMISSION  SUMMARY  BY  NAME.  This  report  sum¬ 
marizes  all  admissions  effective  in  the 
report  month  with  data  in  order  by  name.  It 
is  used  only  by  the  Navy,  and  is  printed 
month. 
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2).  ADMISSION  SUMMARY  BY  REGISTER  MUNI R.  fhis 
report  summarizes  ell  admissions  effective 
in  the  report  month  with  date  in  order  t>> 
reqiater  number.  It  is  used  only  by  the 
Navy,  and  is  printed  monthly. 


24.  REGISTER  Of  PATIENTS.  this  report  is  a 
register  number  assignment  loq.  Tor  each 
day  of  the  report ing  per lod  indicated  by  the 
user,  the  report  lists  the  reqister  numbers 
assigned  and  gives  summary  patient  data  for 
each.  The  data  is  sorted  in  chronoloqical 
order  by  the  date  on  which  the  admission  was 
entered  in  AQCESS  and,  under  each  date,  data 
is  arranged  in  ascendinq  order  by  reqister 
number.  The  Reqister  of  Patients  is  printed 
on  request,  and  can  be  used  in  place  of 
00739. 


25.  ft 0302.  The  MED302  report  calculates  bed 

days,  sick  days,  live  births,  and  other 
monthly  statistical  .  data  based  on  infor¬ 
mation  which  has  been  entered  into  AQCESS. 
It  should  be  run  after  all  data  entry  has 
been  completed  for  the  month.  Retroactive 
changes  to  the  data  will  NOT  be  added  to  the 
fiqures  for  the  following  month  and  can  only 
be  picked  up  by  re-runninq  the  report  and 
manually  calculating  the  differences  at  this 
time. 

Section  II  of  the  MED 302  report  calculates 
admissions  and  bed  days  by  1PDS  Clinical 
Services.  If  an  inpatient  record  contains  a 
clinical  service  code  for  which  a  corres¬ 
ponding  IPOS  code  is  not  defined,  the  report 
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will  abort  and  display  the  reqi3ter  number 
of  the  patient  for  which  the  invalid  clini¬ 
cal  service  code  has  been  entered. 


26.  AF234.  The  AF235  report  includes  the  fol¬ 
lowing  data: 

Section  IV  Deaths 

Section  VII  EAD  Mil  Patients  Excused  from 

Duty  (non-battle  injury  break¬ 
down  is  not  available  for 
lines  75,  76,  and  77) 

Section  IX  Miscellaneous  Total  Sick  Days 
and  Normal  Days  by  Branch  of 
Service  (lines  118  and  119  not 
currently  available) 

Section  X  Inpatient  Admissions  and  In¬ 
patient  Days 

Section  XI  Disposition  of  Inpatients 

Section  XIII  Live  Births 

Thi3  report  will  be  expanded  at  some  future 

date. 


27.  DEERS  BATCH  RESPONSES  REPORT.  This  report, 
sorted  by  date  and  time  of  query  to  DEERS, 
lists  all  patients  who  were  not  checked  when 
the  registration  or  admission  screen  was 
complete.  The  report  lists  the  patient's 
Name,  FMP,  Sponsor  5SN,  Attending  Clerk, 
Duty  Address,  REG  NO,  and  the  DEERS  Eligibi¬ 
lity  Response. 
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t.2  10  PRODUCE  A  REPORT 


o  Enter  1  and  praaa  Return  on  the  Deer 
Entry  Menu  Screen. 


The  R/ADT  Report a  Selection  Screen  ia  die- 
played.  fitlea  of  all  raporte  available  to 
you  are  liated.  The  curaor  ia  at  ENTER  REPORT 
NUMBER(S). 


o  Use  option  P2  to  view  paqe  2  of  the 
Report  Menu. 


o  Enter  the  nuetoer  of  the  report  you  wish 
to  produce.  You  can  alao  enter  numbers 
of  aeveral  raporte,  aeparated  by  comae. 


A  Report  Run-Tiae  Information  Screen  for 
each  ealacted  report  ie  displayed.  Data  re¬ 
quired  to  complete  the  screen  will  very,  based 
an  the  run-time  parameters  for  each  report. 


o 


Complete  the  required  fields,  which  may 
include  report  date  or  range. 
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o  Enter  the  number  of  copies  at  PRINTER 
COPIES.  To  reprint  a  report,  enter  R, 
followed  by  the  numbers  of  copies  in  the 
PRINTER  COPIES  field.  To  display  the 
report  on  the  screen,  press  Return  with¬ 
out  entering  the  number  of  copies. 


Note:  Reprint  causes  the  report  last 
generated  to  be  output  again.  It 
takes  less  time  and  enables  printing 
of  the  most  recent  report. 

Most  reports  can  be  displayed  on  the 
screen.  Some  reports  cannot  be  dis¬ 
played  because  they  are  too  wide  to 
fit  on  the  screen.  The  Run-Time 
Information  Screen  will  indicate  if 
the  report  cannot  be  displayed  on 
the  terminal. 


The  cursor  goes  to  the  SELECTION  field. 


o  You  can  press  Cancel  to  cancel  the  re- 
que  t  and  return  to  the  Report  Selection 
Screen,  or 


o  You  can  enter  ail  or  part  of  a  field 
label  to  change  some  of  the  run-time 
information  you  just  entered,  or 
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o  You  can  press  Return  to  run  the  report. 


When  you  leave  the  SELECTION  field  blank, 
press  Return.  The  report  Mill  be  displayed  or 
printed,  as  you  requested. 


o  If  you  are  printing  the  report,  it  will 
print  at  the  printer  specified  for  it. 
If  that  printer  is  busy,  it  will  produce 
your  report  when  it  is  free,  or  you  can 
enter  an  alternate  device. 


o  If  you  are  viewing  the  report,  press 
Return  to  see  all  pages  of  it. 


o  At  the  last  page  of  the  report,  press 
Return  at  ENTER  SELECTION  to  display  the 
R/ADT  Report  Menu  Selection  Screen. 


The  R/ADT  Report  Selection  Screen  is 
redisplayed. 


8.3  OPTIONS  =  TO  PRINT  ALL  NIGHTLY  REPORTS  OR 
ALL  MONTHLY  REPORTS: 

N  -  ALL  NIGHTLY  REPORTS 
M  -  ALL  MONTHLY  REPORTS 
P2  -  DISPLAY  NEXT  PAGE 
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8.3.1  TO  DISPLAY  THE  NEXT  PAGE  OF  THE  REPORT 
MENU  -  OPTION  P2 

This  enables  you  to  display  the  next  page  of 
report  titles. 


o  Enter  P2  at  ENTER  REPORT  NUMBER(S)  and 
press  Return. 


The  next  page  of  report  titles  is  displayed. 
A  new  option,  PI  -  DISPLAY  PREVIOUS,  enables 
you  to  return  to  the  previous  page  of  report 
titles. 


8.3.2  TO  PRINT  ALL  NIGHTLY  REPORTS  -  OPTION  N 

This  enables  you  to  produce  all  reports  general¬ 
ly  run  at  night.  The  numbers  of  these  reports 
are  given  beside  this  submenu  option. 


o  Enter  N  at  ENTER  REPORT  NUTCER(S).. 

o  Complete  the  Report  Run-Time  Screen  for 
each  report,  and  press  Return  to  run  the 
reports. 


Notei  You  can  return  to  the  User  Entry 
Menu  at  this  time  and  choose  another 
selection,  since  printing  is  a  back¬ 
ground  function. 
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8.3.3  TO  PRINT  ALL  MONTHLY  REPORTS  -  OPTION  M 

This  enables  you  to  produce  ail  reports  that  are 
run  monthly.  The  numbers  of  these  reports  are 
shown  beside  the  submenu  option. 


o  Enter  M  at  ENTER  REPORT  NUT«ER(S),  and 
press  Return. 


o  Complete  the  Report  Run-T ime  Screen  for 
each  report  and  press  Return  to  run  the 
reports. 


Notei  You  can  return  to  the  User  Entry 
Menu  at  this  time  and  choose  another 
selection,  since  printing  is  a  back¬ 
ground  f unct ion . 
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8.4  POINTS  TO  moecR 


1.  The  reports  listed  on  the  R/ADT  Reports 
Selection  Menu  Mill  vary,  depending  on  the 
military  department. 


2.  Because  of  their  Midth  some  reports  can  only 
be  run  on  the  printer  and  not  displayed  on 
the  CRT. 


3.  Some  reports  cannot  be  reprinted. 

4.  Printing  is  a  "background"  job;  that  is,  you 
are  free  to  continue  with  other  processing 
while  a  report  is  being  printed. 

5.  If  a  report  is  in  the  process  of  being 
printed,  no  other  user  can  run  the  same 
report . 


6.  Each  report  is  assigned  a  primary  output 
device  (printer).  If  the  device  is  busy, 
you  can  queue  your  request  and  the  report 
will  be  printed  when  the  device  is  free. 
Or,  you  can  direct  the  report  to  be  printed 
on  another  device.  However,  you  must  know 
the  alternative  device's  number.  These  are 
posted  on  each  device  in  your  MTF. 
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8.$  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  HE.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  sections  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  9.  INPATIENT  HISTORY 

PROCEDURE  PACE 

9.1  To  Review  a  Patient's  History . 9-4 

9.2  Points  to  Remember . . . 9-6 

9.3  Checkpoint . . . 9-7 
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9.  INPATIENT  HISTORY 


ACCESS  Inpatient  History  is  accessed  by 

selecting  H  (Inpatient  History) 
from  the  User  Entry  Menu  Screen. 
The  PTIO  Screen  is  displayed  to 
enable  you  to  identify  a  patient's 
record  using  valid  search 
criteria.  Once  the  patient  record 
is  identified,  the  Inpatient 
History  Screen  ia  displayed. 


PURPOSE  Inpatient  History  allows  you  to  re¬ 

view  inpatient  episodes  of  current 
and  dispositioned  patients.  The 
Inpatient  History  data  cannot  be 
updated. 


DESCRIPTION  Inpatient  History  uses  an  Episode 
Candidate  Screen  and  an  Inpatient 
History  Screen  to  display  informa¬ 
tion  on  previous  inpatient  epi¬ 
sodes.  Information  about  a  single 
episode  is  displayed  on  each  page. 


OPTIONS  P  -  PREVIOUS  PAGE.  This  option  al¬ 
lows  you  to  display  past  epi¬ 
sode  information,  one  page  at  a 
time. 

N  -  NEXT  PAGE.  This  option  allows 
you  to  page  forward  through  the 
episode  pages. 
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9.1  TO  REVIEW  A  PATIENT'S  HISTORY 


o  Enter  H  and  press  Return  on  the  User 
Entry  Menu  Screen. 


The  PTID  Screen  is  displayed.  The  cursor  is 
at  REG  NO. 


o  Enter  valid  patient  identification. 


o  With  the  cursor  at  ENTER  SELECTION, 
press  Return.  If  you  input  the  pa¬ 
tient's  REG  NO.,  the  current  history 
screen  is  displayed .  If  you  used  a 

valid  search  criteria,  a  Candidate  List 
is  displayed.  Enter  the  number  of  tht 
patient  whose  history  you  wish  to  view, 
and  press  Return. 


If  the  patient  has  been  admitted  to  the  MTF 
more  than  once,  an  Episode  List  is  displayed 
listing  all  the  episodes. 


o  Enter  N  to  view  the  next  page,  if 
appropriate. 

o  Enter  the  number  of  the  episode  you  wist 
to  review  and  press  Return. 
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Note:  If  you  press  Return  without 
selecting  an  episode,  the  PTID 
Screen  is  displayed. 


When  you  select  the  episode,  the  Inpatient 
History  is  displayed  for  the  indicated 
episode.  If  the  patient  has  only  one  episode, 
that  one  is  displayed.  The  cursor  is  at 
ENTER  SELECTION. 


o  To  view  a  summary  of  an  inpatient 
episode  previous  to  the  one  being 
displayed,  enter  P  and  press  Return. 


The  summarized  information  for  the  previous 
episode  is  displayed.  If  there  are  no  earlier 
episodes,  a  message  is  displayed. 


o  Continue  to  enter  P  and  press  Return  to 
view  all  earlier  inpatient  episode  sum¬ 
maries  for  that  patient. 


o  To  view  a  summary  of  an  episode  later 
than  the  one  bring  displayed,  enter  N 
and  press  Return. 
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AND 


The  summarized  information  for  a  later 
inpatient  episode  is  displayed.  If  there 
is  no  later  episode,  a  message  will  be 
displayed,  indicating  that  this  is  the  last 
episode. 


Note:  Use  P  and  N  to  to  pegs  forward  or 
backward  through  all  the  episodes. 


o  To  return  to  the  User  Entry  Menu,  press 
Return  at  ENTER  SELECTION,  and  then 
press  the  Cancel  key  at  the  PUD 
Screen.  The  User  Entry  Menu  is 
displayed. 


9.2  POINTS  TO  HEMDCER 


1.  The  Inpatient  History  Screen  allows  you  to 
view  patient  information  on  previous 
episodes  one  episode  at  a  time. 


2.  If  a  patient  has  had  more  than  one  episode 
at  the  MTE,  an  Episode  List  is  displayed 
and  you  can  choose  an  epidsode  to  review. 


3.  To  exit  the  Candidate  List  Screen  or  the 
Episode  List  Screen,  press  Return  at  ENTER 
SELECTION  without  entering  a  selection 
number. 
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9.3  cneopdint 

Once  you  have  read  this  section,  review  Lesson 
6,  Systea  Functions  of  TUTOR  NT.  Then  perfora 
the  exerciaas  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  era  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  eectione  of  the 
Traininq  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  10.  PATIENT  INQUIRY 


PROCEDURE  PME 


10.1  To  View  a  List  of  Patients  by 

Category . . 1 0-4 

10.2  To  View  Inpatient  History . 10-5 

10.3  Checkpoint . 10-6 
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10.  PATIENT  INQUIRY 


ACCESS  Patient  Inquiry  is  accessed  by 

selecting  I  (Patient  Inquiry)  on 
the  User  Entry  Menu  Screen. 


PURPOSE  Patient  Inquiry  allows  you  to  view 
liata  of  currant  patients  who  fall 
within  certain  categories  specified 
by  your  MTF,  and  to  view  inpatient 
history  related  to  any  patient  in 
the  list. 


DESCRIPTION  Patient  Inquiry  uses  a  Patient  In¬ 
quiry  Look-Up  Screen  to  select  the 
category  followed  by  the  Candidate 
List  Screen.  If  desired,  the  Inpa¬ 
tient  History  Screen  is  used  to 
view  inforeation  on  a  selected 
patient. 


1.0 


10-3 


SEPT  1985 


ADMISSION  MO  DISPOSIIION  TRAINING  AIO 

10.1  TO  VIE*  A  LIST  OF  PATIENTS  BY  CATEGORY 

o  Enter  I  on  the  User  Entry  Menu  Screen 
end  press  Return. 


The  Pet  lent  Inquiry  Look-Up  Screen  is  dis 
played.  The  cursor  is  at  LOOK-UP  BY: 


o  Use  the  HELP  key  to  display  your  HTF's 
categories. 


Your  MTF's  categories  are  displayed  below  the 
LOOK-UP  Field. 


o  Enter  the  nmm  of  your  selected 
category  end  press  Return. 


the  cursor  novas  to  the  next  field  where  you 
must  enter  additional  inFomat ion  about  your 
selected  category. 


o  for  exanple,  to  look  up  ell  the  patients 
in  a  ward,  you  Must  enter  the  ward  ID. 
To  look  up  by  attending  physician,  you 
Must  enter  the  physician's  short  none. 
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o  Enter  information  specific  to  that 
category  and  press  Return. 


The  Candidate  List  Screen  is  displayed. 


o  To  view  additional  pages  of  the  Candi¬ 
date  List,  type  N  to  view  the  next  page 
and  press  Return.  You  can  continue  to 
enter  N  to  view  ail  pages  in  the  list. 


10.2  TO  VIEW  INPATIENT  HISTORY 


o  Nith  the  Candidate  List  Screen  dis¬ 
played,  enter  the  number  that  appears  at 
the  left  of  the  patient's  name  and  press 
Return. 


The  patient '8  Inpatient  History  su—iory  is 
displayed.  Refer  to  the  Inpatient  History 
Section  for  information  on  this  screen. 
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10.3  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  sections  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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BCD  MANAGEMENT 


PROCEDURES 
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FIGURE  11.1  BED  MANAGEMENT  ID  SCREEN 
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11.  BED  MANAGEMENT  PROCESSING 


ACCESS  Bed  Management  proceasing  is  ac¬ 

cessed  by  entering  B  on  the  User 
Entry  Menu  Screen. 


PURPOSE  The  Bed  Management  process  enables 
you  to  review  and  maintain  data  on 
the  number  of  beds  that  are  availa¬ 
ble  or  occupied  on  each  ward.  It 
enables  you  to  create  a  ward  status 
record  for  a  ward,  which  must  be 
done  before  you  can  assign  patients 
to  that  ward.  Bed  Management  also 
enables  you  to  delete  the  ward 
status  record  for  a  ward. 


DESCRIPTION  Bed  Management  processing  uses  an 
ID  Screen  and  a  Bed  Management 
Screen.  When  a  ward  is  identified 
by  ward  ID  number ,  the  screen 
displays  bed  information  for  that 
ward. 


OPTIONS  1  -  VIEW  NEXT  enables  you  to  page 
through  ward  status  records. 

2  -  DELETE  WARD  enables  you  to 
delete  a  ward. 
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11.1  TO  VIEW  TOTAL  BED  INFORMATION 

o  Enter  B  and  press  Return  on  the  User 
Entry  Menu  Screen. 


The  Bed  Management  ID  Screen  is  displayed. 
The  cursor  is  at  WARD  ID. 


o  Enter  TOT  and  press  Return  to  view  the 
total  bed  information  for  your  MTF. 


The  Bed  Management  Screen  is  displayed  showing 
total  bed  information  for  your  MTF.  The 
cursor  is  at  ENTER  SELECTION. 


11.2  TO  VIEW/UPDATE  WARD/BED  INFORMATION 


o  Enter  B  and  press  Return  on  the  User 
Entry  Menu  Screen. 


The  Bed  Management  ID  Screen  is  displayed. 
The  cursor  is  at  WARD  ID. 
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o  Enter  the  ID  number  or  name  of  the  ward 
for  which  you  wish  to  view  bed  informa¬ 
tion  and  press  Return. 


The  Bed  Management  Screen  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  To  view  the  next  ward,  enter  1  and 
press  Return. 

o  Continue  to  select  VIEW  NEXT  and  press 
Return  to  view  all  the  wards  in  your 
MTF. 


o  When  the  ward  information  you  wish  to 
update  is  displayed  on  the  screen,  enter 
a  partial  label  for  the  data  field  you 
wish  to  change  and  press  Return. 


o  Make  any  necessary  updates. 

o  When  the  cursor  returns  to  ENTER 
SELECTION,  press  Return  to  3tore  the 
changes . 


Note:  Once  you  have  updated  a  ward,  you 
must  store  the  record.  You  may 
not  use  option  1  to  contiue 
viewing  wards. 
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11.3  TO  DELETE  A  HARD 


o  On  the  Bed  Menage  went  Screen  for  the 
ward  you  wish  to  delete  and  with  the 
cursor  at  ENTER  SELECTION,  enter  2  and 
press  Return. 


If  the  ward  is  not  empty,  you  will  not  be  able 
to  delete  it:  A  Message  is  displayed: 

CANNOT  DELETE  WARD  -  WARD  NOT  EMPTY. 


If  the  ward  is  empty,  it  can  be  deleted.  A 
message  is  displayed:  ARE  YOU  SURE  YOU  WANT 
TO  DELETE? 


o  Enter  Y  for  Yes  and  press  Return  to 
delete  the  ward.  (Enter  N  for  No  if  you 
want  to  cancel  the  deletion.) 


Note:  The  ward  is  not  actually  de¬ 
leted  froai  the  data  base  and 
will  still  appear  in  the  Help 
list  for  the  ward  table.  The 
system  uses  the  delete  date 
internally  to  determine  if  it 
is  valid  to  assign  patients  to 
this  ward. 
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The  Bed  Management  ID  Screen  ts  displayed. 

The  ward  infonsation  is  deleted,  but  the  ward 
ID  remains  with  0  beds.  The  deleted  ward  is 
no  lortgsr  a  valid  entry  in  the  ward  field. 


11. A  10  (Sure  A  HAND  SVATUS  IK  CON) 


a  Enter  B  and  Return  on  the  User  Entry 
Menu  Screen. 


The  Bed  Management  ID  Screen  is  diapleyed. 
The  cursor  is  at  HARD  ID. 


o  Enter  the  new  ward  ID  vtd  Return.  Ward 
10  may  not  be  all  numeric. 


The  Bed  Management  Ward  Status  Screen  is  dis¬ 
played.  The  cursor  is  at  DESCRIPTION. 


o  Enter  the  description  of  the  ward  and 
Return. 


The  cursor  moves  to  TOTAL  AUTHORIZED  BEDS. 
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o  Enter  the  total  nueber  of  beds  author¬ 
ized  under  the  eaxiaua  expanded  capacity 
for  the  net*  ward  and  Return. 


The  cursor  aoves  to  TOTAL  OPERATING  BEOS. 


o  Enter  the  nueber  of  beds  normally  in  use 
in  the  ward. 


Note:  This  nueber  can  be  manually 

overridden  on  a  per  patient 
basis  until  the  TOTAL  AUTHOR¬ 
IZED  BEOS  figure  is  reached. 


The  cursor  eoves  to  OTHER. 


o  Enter  the  nueber  of  beds  that  are  un¬ 
available  for  use  and  Return. 


The  nueber  of  beds  you  indicated  as  unavaila¬ 
ble  appears  in  the  BLXKEO  BEOS  field,  and 
the  regaining  available  beds  appear  in  the 
AVAILABLE  BEOS  field.  The  cursor  is  at  ENTER 
SELECTION.  The  OCCUPIED  BEDS  and  PREA0M1TS 
fields  will  increment  as  patients  are  assigned 
to  the  ward  and  will  deer seen t  as  they  are 
dispositioned. 
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o  Press  Return  to  store  the  information 
and  create  the  new  ward. 


The  ward  status  record  for  this  ward  is  now 
created.  The  Bed  Management  ID  Screen  is 
displayed. 


Note:  When  creating  a  ward,  be  sure 
to  store  it  first  by  pressing 
Return  at  ENTER  SELECTION 
before  viewing  data  on  other 
wards. 


11. 5  POINTS  TO  REMEMERi 


1.  Only  sn  empty  ward  can  be  deleted.  Even  if 
there  are  no  inpatients  in  a  ward,  the  ward 
cannot  be  deleted  if  any  beds  are  blocked. 


2.  When  you  are  creating  a  ward  status  record, 
the  system  checks  to  make  sure  that  no  ward 
with  that  ID  exists.  If  it  does,  the  Ward 
Status  Screen  will  display  the  ward  informa¬ 
tion  for  the  existing  ward. 


3.  for  a  ward  to  be  valid  for  a  specific  clini¬ 
cal  service,  the  system  manager  must  specify 
the  wards  which  are  valid  for  each  clinical 
service. 
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11.6  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  sections  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
qain  the  understandinq  you  need. 
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SECTION  12.  CORRECTION  MANAGEMENT 


PROCEDURE  PAGE 


12.1  To  Access  s  Patient's  Record  Tor 

Correction . 12-5 

12.2  To  Edit  ADM/D ISP  Data  -  Option  1...12-6 

12.3  To  Edit  A&D  Report  Text  Notes  - 

Option  2 . 12-7 

12.4  To  Edit  AAD  Events . 12-10 

12.4.1  To  Correct  an  Event . 12-10 

12.4.2  To  Enter  an  Event . 12-11 

12.5  Points  to  Reaeaber . 12-13 

12.6  Checkpoint . 12-15 


1.0 


12-1 


SEPT  1905 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


r 

cmmcnm  mm  mk 

KMMK  MM  -  MlMCf  act  V  t*M 


KC  • 


SM 


•••  WMSSIM  M  MMMIIIM  MM 


Ml  KM  UKMt 

kmc  m  «  ann 


MMSSIM  MK/IHC  _ 

MMMIIMH  IWC  _  Ntr  IMNSTIMCB  I*  _ 

MWMIIIM  MK/IHC  _ 


I  -  CM  I  «VM»  MM  t  -  nil  KM  I  -  COM  MISIMV 


(MU  KlCCIIMt 


FIGURE  12.1  CORRECTION  MANAGEMENT  ID  SCREEN 


1.0 


12-2 


SEPT  1985 


1 


ADMISSION  AND  DISPOSITION  TRAINING  AID 


12.  CORRECTION  MANAGEMENT 


ACCESS  Correction  Management  is  accessed 

by  entering  E  (Correction 
Management)  on  the  User  Entry  Menu 
Screen. 


PURPOSE  The  Correction  Management  process 

enables  you  to  correct  errors  in 
the  initial  adaission  and  disposi¬ 
tion  data  that  are  not  correctable 
through  any  other  process ,  such  as 
source  of  admission  and  admission 
date/time.  You  also  use  Correction 
Management  to  correct  text  notes 
that  appear  on  the  AM)  Report,  and 
to  change  records  of  A&D  events 
such  as  admissions  and 
dispositions. 


DESCRIPTION  In  addition  to  an  ID  screen,  Cor¬ 
rection  Management  uses  three 
screens  that  enable  you  to  edit  ad¬ 
mission  and  disposition  data,  edit 
text,  or  edit  admission  and  dispo¬ 
sition  events  for  a  particular 
inpatient  episode. 


Note:  Correction  Management 
is  a  powerful  tool. 
Be  sure  you  understand 
its  capabilities  thor¬ 
oughly,  and  use  it 
with  extreme  caution. 
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OPTIONS  1  -  EDIT  ADM/DISP  DATA  enables  you 
to  correct  admission  or  dispo¬ 
sition  information  entered 
incorrectly. 

2  -  EDIT  TEXT  enables  you  to  edit 

text  that  will  appear  on  the 
next  A&D  Report,  or  to  delete 
text . 

3  -  EDIT  AAD  EVENTS  enables  you  to 

view  or  change  the  record  of 
A&D  events  such  as  admissions, 
dispositions,  and  changes  in 
absent  status  and  clinical 
service. 
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12.1  TO  ACCESS  A  PATIENT'S  RECORD  FOR 
CORRECTION 


o  Enter  E  and  press  Return  on  the  User 
Entry  Menu  Screen. 


The  Correction  Management  ID  Screen  is 
displayed.  The  cursor  is  at  REG  NO. 


o  Enter  the  patient's  register  number  and 
press  Return. 


The  patient's  name,  FMP,  and  SSN  Mill  be  dis¬ 
played.  Three  options  will  also  be  displayed. 
The  cursor  will  be  at  ENTER  SELECTION. 


o  Enter  the  appropriate  option  for  the 
task  you  wish  to  perform. 

1  -  EDIT  ADM/DISP  DATA 

2  -  EDIT  TEXT 

3  -  EDIT  AAD  EVENTS 
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12.2  TO  EDIT  ADH/DISP  DATA  -  OPTION  1 


o  This  option  enables  you  to  correct  speci¬ 
fic  information  that  was  entered  when  the 
patient  was  admitted  and  dispositioned. 


o  With  the  Correction  Management  Menu 
displayed,  enter  option  1  and  press 
Return. 


The  Correction  Management  Admission  and  Dis¬ 
position  Data  Screen  is  displayed.  The  cursor 
is  at  PATIENT  CATEGORY. 


o  Make  any  correction  to  A&D  data  by 
typing  over  the  incorrect  data  and  press 
Return  after  each  entry. 


Note:  See  Section  12.5  for  conditions 
that  affect  how  you  can  edit  the 
A&D  data. 

o  With  the  cursor  at  ENTER  SELECTION, 
press  Return. 


A  confirmation  message  is  displayed:  OK  TO 
FILE  (Y/N)? 
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o  Enter  Y  to  confirm  the  correction. 


The  system  displays  a  message  stating  that 
the  system  is  filing,  then  the  Correction 
Management  ID  Screen  is  redisplayed.  The 
cursor  is  at  REG  NO  field. 


12.3  TO  EDIT  A&D  REPORT  TEXT  NOTES  -  OPTION  2 


NOTE:  This  option  enables  you  to  correct  notes 
that  will  appear  on  the  next  A&D  Report. 
These  notes  are  generated  automatically 
when  information  about  an  event  is 
entered  in  Admission  or  Transfer  Pro¬ 
cessing  on  a  day  other  than  when  the 
event  occurred. 


Example:  If  a  patient  were  actually  admitted  to 
the  MTF  on  one  day,  but  the  admission 
date  was  not  entered  into  the  system 
until  the  following  day,  a  note  would 
be  displayed;  ADMISSION  ENTERED  ON 
DATE  OTHER  THAN  ADMISSION  DATE. 


You  can  also  use  this  option  to  add 
notes  for  the  A&D  Report  or  delete 
notes  from  it. 


TO  EDIT  TEXT: 


o  Enter  option  2  and  press  Return. 
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The  Correction  Management  A4D  Report  Text 
Screen  is  displayed.  The  cursor  is  at  ENTER 
LINE  NUMBER. 


o  To  edit,  enter  the  number  of  the  line 
you  wish  to  delete  or  change.  To  add, 
enter  the  line  number  of  the  next  blank 
line. 


Note:  You  cannot  change  or  delete  any 
note  that  has  already  appeared 
on  a  report.  If  you  try  to 
access  such  a  note,  an  error 
message  is  displayed:  THE  A&D 
REPORT  DATE  MUST  BE  TODAY. 


The  cursor  is  at  the  line  you  selected. 


To  Change:  Enter  the  new  information  over  the 
existing  EFFECT  DATE  or  TEXT  MESSAGE 
fields. 


To  Add:  Enter  the  new  information  on  the 

next  blank  line  in  the  EFFECT  DATE 
and  TEXT  MESSAGE  fields. 
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Note:  REPORT  DATE  will  be  automati¬ 
cally  filled  in  with  today's 
date  when  the  new  text  note  is 
stored. 

To  Delete:  With  cursor  positioned  at  the  EFFECT 
DATE  field  on  the  line  to  be 
deleted,  use  the  Clear  Data  key  to 
delete  the  text. 


o  Pres3  Return  when  you  have  changed, 
added,  or  deleted  the  information. 


The  cursor  moves  to  ENTER  SELECTION.  The 
options  are  redisplayed. 


o  Press  Return  at  ENTER  SELECTION. 


A  confirmation  message  is  displayed:  OK  TO 
FILE  (Y/N)? 


o  Enter  Y  to  store  the  data. 


The  Correction  Management  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  REG  NO  field. 
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12.4  TO  EDIT  AAD  EVENTS  -  OPTION  3 


An  A&D  event  is  an  admission,  a  disposition,  or 
any  change  in  absent  status,  clinical  service, 
or  ward.  Option  3  enables  you  to  view,  change, 
or  add  data  about  the  admission  event. 


Note:  See  Section  12,5  Tor  conditions 
that  affect  how  you  can  edit 
events. 


12.4.1  TO  CORRECT  AN  EVENT 

o  Enter  option  3. 


The  Event  Record  Screen  is  displayed.  The 
cursor  is  at  ENTER  LINE  NUMBER. 


o  Enter  the  line  number  for  the  line  you 
wish  to  correct.  Or,  to  add  an  event, 
enter  the  line  number  of  the  first  blank 
line. 


The  cursor  is  at  the  EFFECTIVE  DATE/TIME  field 
on  the  line  you  selected. 
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o  Press  Return  if  the  effective  dete  and 
t  iee  are  correct  or  enter  a  new  date/ 
tiae.  The  systea  proapts  you  to  specify 
the  type  of  event  to  be  created  (absent 
statue,  cl iincal  services,  or  ward).  If 
you  have  entered  a  valid  dete/t lae  and 
event,  you  can  enter  the  data. 


The  cursor  aoves  to  different  fie  Ida  depend¬ 
ing  on  the  type  of  event.  For  evaaple,  if 
the  event  is  a  tranafer  between  werda,  the 
cursor  wove  to  OLD  HARD  and  you  can  change  the 
old  ward  and  preaa  Return.  Than  the  cursor 
aoves  to  NEN  HARD,  which  you  alao  can  change. 


o  Enter  the  correction  and  press  Return. 
The  cursor  will  return  to  ENTER  LINE 
NUMBER. 

o  Press  Return  to  store  the  correction. 

The  Correction  Han  age sent  Menu  is  redisplayed. 

12.4.2  10  ENTER  AN  EVENT 
o  Enter  option  3. 


The  Event  Record  Screen  is  displayed.  The 
cursor  is  at  ENTER  LINE  NUMBER. 
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o  Enter  the  nuaber  of  the  first  eapty  line 
and  press  Return. 


I he  cursor  saves  to  that  line  and  the 
EFFECTIVE  DATE/TITC  field. 


o  Enter  the  valid  effective  date  and  tiae 
of  the  event  you  are  adding  to  the 
history. 


The  type  of  events  you  can  enter  (absent 
status,  ward  and  clinical  service)  are  dis¬ 
played  with  nuobers  in  the  lower  right  corner 
of  the  screen.  The  cursor  is  at  the  end  of 
this  line. 


Motet  You  cannot  add  an  absent  status, 

clinical  service,  or  ward  change  to 
the  and  of  the  patient's  history  if 
the  patient  has  not  yet  been 
dispositioned. 

o  Enter  the  nuaber  corresponding  to  the 
event  you  wieh  to  edd  to  the  history. 


The  cursor  aoves  to  the  indicated  event  type 
field  on  the  line  on  which  you  entered  the 
date. 
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o  Enter  the  new  event  data  by  completing 
the  fields  on  that  line. 


o  When  the  cursor  returns  to  ENTER  LINE 
NUMBER,  press  Return  to  store  the  new 
event. 


Important:  A&D  event  data  is  very  complex 
and  critical  to  the  patient's 
record.  Many  different  data 
relationships  can  exist.  You 
should  have  a  thorough 
understanding  of  these  events 
and  how  they  relate  to  one 
another  before  you  use  this 
option. 


12.*  POINTS  TO  NENDOER 


1.  One  user  at  a  time  can  use  Correction 
Management  processing. 

2.  When  you're  entering  data  on  the  Admission 
and  Disposition  Data  Screen  (option  1), 
remember: 


o  You  cannot  disposition  a  patient  or 
cancel  a  disposition. 
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o  You  cannot  enter  a  CRO,  ERD,  or  pay 
status  code  at  SOURCE  OF  ADMISSION. 

o  You  cannot  change  a  source  of  adnission 
if  it  is  CRO,  ERD,  pay  status,  absent 
sick,  or  cancelled. 

o  If  the  source  of  admission  is  changed 
f row  transfer-in,  to  direct,  the  system 
deletes  related  tranafer-in  data. 


o  If  the  source  of  admission  is  changed  to 
transfer- in,  you  must  enter  related 

transfer-in  data. 


3.  When  you  are  adding  notes  (option  2)  you 
will  not  be  able  to  change  the  REPORT  DATE, 
which  always  indicates  today's  report. 


4.  When  you  are  editing  an  event  record  (option 

3),  remember: 

o  Two  OUT  absent  statuses  may  not  appear 
consecutively  because  patients  must  be  IN 
before  they  can  be  changed  to  OUT. 

o  If  you  insert  an  OUT  absent  status,  you 
must  enter  an  old  ward. 

o  If  you  insert  a  change  of  absent  status 
to  Bed  Occupied,  you  must  enter  a  new 
ward. 
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o  Changes  fro*  an  absent  status  of  ON  PASS 
Mill  not  result  in  a  new  or  old  ward  dis¬ 
played,  since  days  spent  On  Pass  are 
counted  as  bed  days. 


o  If  you  insert  a  change  of  ward,  you  Must 
enter  an  old  and  a  new  ward. 


5.  Fields  which  default  to  the  s aae  information 
on  the  Admission  Screen  will  not  default  if 
one  is  corrected  through  Correct  lone  Manage¬ 
ment.  For  exaaiple,  the  Admission  Date/ Time 
and  Attending  Physician  Date/Time  will  not 
be  the  same  if  the  Admission  Date/Time  is 
changed  in  Corrections  Management. 


12.6  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  end  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  sections  of  the 
Trsining  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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PREFACE 

Designed  for  use  at  168  DoD  hospitals,  the  Auto¬ 
mated  Quality  of  Care  Evaluation  Support  System 
(AQCESS)  is  an  interactive,  menu-driven  patient 
administration  and  quality  assurance  computer 
system.  The  system  is  composed  of  four 
subsystems,  three  of  which  are  functional 
(Admission  and  Disposition,  Clinical  Records, 
and  Quality  Assurance).  These  subsystems  allow 
the  entry,  updating,  and  display  of  data,  as 
well  as  the  production  of  reports  for  MTF's  and 
higher  command.  The  fourth,  System  Management, 
is  separate  from  the  functional  areas  of  AQCESS 
and  allows  regulation  of  AQCESS  operations  and 
security. 

Accompanying  installation  of  AQCESS  at  your  hos¬ 
pital  is  a  fully-developed  AQCESS  Training  Pro¬ 
gram,  which  includes  several  components.  These 
are  designed  to  support  you  through  the  formal 
AQCESS  training  period  and  as  you  continue  to 
learn  how  to  use  AQCESS  to  perform  specific 
processing  tasks. 

Training 
Directory 


The  AQCESS  training  directory 
works  exactly  the  same  as  the 
live  system.  You  can  sign  on 
to  the  system  using  a  Training 
User  ID  and  password  and  per¬ 
form  all  of  the  data  entry  and 
processing  tasks  that  you  will 
be  performing  in  the  live  sys¬ 
tem.  The  training  system  is 
completely  separate  from  the 
live  hospital  database. 
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AQCESS  Training 
Database 


TUTOR  ME 


AQCESS  User 
Manual 


AQCESS  Training 
Aids 


AQCESS  Packets 


J 


A  training  database  can  be 
loaded  into  the  training 
directory  by  the  system  mana¬ 
ger.  This  database  contains 
sample  patient  data  which  can 
be  used  to  practice  the  sys¬ 
tem's  information  processing 
capabilities. 

An  online  tutorial  that  con¬ 
sists  of  lessons  that  describe 
the  functions  and  features  of 
AQCESS. 

Appendixes  provide  detailed 
information  about  individual 
fields,  screens,  and  reports 
for  each  subsystem. 

Provide  a  self-instructional 
tool  for  learning  AQCESS.  A 
separate  Training  Aid  is  avai¬ 
lable  for  each  subsystem;  each 
one  includes  detailed  step-by- 
step  procedures  for  use  of  the 
subsystem,  "Points  to  Remem- 
member,"  that  highlight  key 
information,  and  "Checkpoints" 
that  enable  you  to  monitor 
your  learning  progress.  The 
Training  Aids'  introductions 
are  designed  for  use  with 
TUTOR  ME. 

Contains  practice  cases  for 
you  to  learn  the  processing 
functions  of  the  system. 
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These  are  provided  by  your 
system  manager. 

AQCESS  A&D  Contains  a  paper  or  "hard"  co- 

Report  Packet  py  of  reports  that  are  gen¬ 

erated  by  AQCESS. 


Quick  Guide  Provides  a  means  to  guickly 

reference  AQCESS  processing 
and  data  entry  features. 


AQCESS  Trainer  Provides  instructions  to  the 

Guide  trainer  for  delivering  user 

training.  Incorporates  the 
packets  and  training  database. 


As  an  integral  component  of  the  AQCESS  Training 
Program,  this  Training  Aid  is  designed  to  pro¬ 
vide  you  with  general  information  about  AQCESS 
and  detailed  procedures  that  address  use  of  its 
Clinical  Records  subsystem. 


Section  1  introduces  AQCESS,  its  use,  and  its 
features  while  Section  2  provides  an  overview  of 
Clinical  Records  processing. 

Sections  3  through  12  present  the  Clinical 
Records  functions.  Each  is  addressed  in  a 
separate,  tabbed  section.  The  first  page  of 
each  tabbed  section  outlines  the  function's 
procedures;  this  outline  is  followed  by  an 
illustration  of  the  appropriate  screen.  Facing 
the  screen  is  an  overview  of  the  function  which 
provides  access  instructions,  an  outline  of  its 
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purpose,  and  a  brief  description  of  the 
function.  Then  each  procedure  related  to  the 
function  is  explained  in  detail.  Actions  you 
take  are  signified  by  a  bullet;  those  performed 
by  AQCESS  are  enclosed  in  boxes. 

"Points  to  Remember"  (which  list  items  of  impor¬ 
tance)  and  "Checkpoints"  (which  help  you  monitor 
your  progress  as  you  learn  AQCESS)  are  included 
throughout  the  Training  Aid. 

To  train  yourself  to  use  AQCESS,  consult  the 
Admission  and  Disposition,  Clinical  Records,  and 
Quality  Assurance  Training  Aids  and  the  online 
tutorial,  TUTOR  ME.  Use  the  procedure  outlined 
in  Section  1.4  to  sign-on  to  the  tutorial.  Per¬ 
form  the  practice  exercises  provided  in  the  as¬ 
sociated  AQCESS  Packets  (which  are  available 
from  your  system  manager)  and  use  the  "Check¬ 
points"  provided  in  each  section  of  the  Training 
Aids  to  monitor  your  learning  progress.  Repeat 
exercises  and  review  procedures  whenever  you 
cannot  answer  a  "Checkpoint"  question  readily. 
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1.0  INTRODUCTION 


This  section  of  the  Clinical  Records  Training 
Aid  provides  an  overview  of  AQCESS,  its  use,  and 
its  features.  Sign-on  procedures  for  the  AQCESS 
tutorial,  TUTOR  HE,  are  included. 


1.1  INTRODUCTION  TO  AQCESS 


AQCESS,  the  Automated  Quality  of  Care  Evaluation 
Support  System,  is  a  computerized  system  in¬ 
tended  to  support  quality  of  care  and  patient 
administration  processing.  This  system  has 
three  basic  objectives: 

o  To  improve  the  quality  and  timeliness  of 
the  evaluation  of  health  care; 

o  To  support  Patient  Administration 
functional 

o  To  support  Clinical  Records  processing. 

AQCESS  will  make  it  easier  for  HTF  personnel  to 
keep  and  process  accurate  data,  and  make  that 
data  available  to  system  users  who  need  it. 
Specifically,  AQCESS  can  help  HTF  personnel: 

o  Register,  admit,  and  disposition 
patients; 

o  Keep  track  of  patients'  ward,  clinical 
service,  and  physician  assignments; 

o  Track  patients  who  are  absent  from  the 
HTF; 
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o  Complete  the  medical  record  and  prepare 
monthly  reports  for  submission  to  higher 
command; 

o  Maintains  ward  status  records  to  manage 
bed  resources; 

o  Produce  forms  and  reports  for  individual 
patients  and  for  the  MTF  as  a  whole; 

o  Monitor  quality  of  care  indicators,  and 
identify  occurrences  that  could  ad¬ 
versely  affect  the  quality  of  health 
care; 

o  Identify,  document,  and  track  quality  or 
care  problems; 

o  Maintain  provider  profile  and  clinical 
indicator  data. 

o  Support  Accounting  Office  administrative 
and  reporting  functions; 

o  Calculate  patient  charges  based  on  A&D 
data; 

o  Support  automated  accounting  with  online 
payment  posting  and  one-time  charge 
posting; 

o  Support  recording  of  Dining  Hall  monies 
and  reporting  of  Group  Meal  Sales; 

o  Automatically  distribute  payments  to 
accounting  funds  and  create  cash 
collection  vouchers; 
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o  Provide  automated  reporting  necessary  to 
manage  the  accounting  function; 

o  Provide  outpatient  clinics  with  a  method 
of  appointing  an  individual  patient  to  a 
specific  health  care  provider  as  opposed 
to  a  block-scheduled  clinic; 

o  Maintain  a  complete  history  of  a 

patient's  inpatient  and  outpatient  care 
at  the  facility;  and, 

o  Create  and  maintain  unique  AQCESS 

reports. 


AQCESS  accomplishes  its  objectives  through  seven 
subsystems: 

o  Admission  and  Disposition  (AAD) 
o  Clinical  Records  (CR) 
o  Quality  Assurance  (QA) 
o  System  Management  (SM) 
o  Medical  Services  Accounting/Business 
Office  (MSA/Business  Office) 
o  Appointing  and  Scheduling  Module  of  the 
Outpatient  Encounter  subsystem  (A&S) 
o  Ad  Hoc  Report  Generator  (Ad  Hoc). 

Figure  1-1  shows  the  functions  related  to  each 
AQCESS  subsystem. 


1.1 


1-3 


AUG  1986 


AQCESS  CLINICAL  RECORDS  TRAINING  AID 


ADMISSION  &  DISPOSITION  SUBSYSTEM 

Patient  Identification  (PTID) 

Registration 

Admission 

Transfer 

Disposition 

Correction  Management 

Bed  Management 

Inpatient  History 

Patient  Inquiry 

R/ADT  Reports 

CLINICAL  RECORDS  SUBSYSTEM 
Clinical  Records 
Clinical  Records  Reports 

QUALITY  ASSURANCE  SUBSYSTEM 

Quality  Assurance 
Profiling 

SYSTEM  MANAGEMENT  SUBSYSTEM 
System  Management 

fCDICAL  SERVICES  ACCOUNTING  SUBSYSTEM 
Cashidr  Processing 
Medical  Services  Accounting 
MSA/Business  Office  Reports 

OUTPATIENT  ENCOUNTER  SUBSYSTEM 

Appointing  and  Scheduling  Module 

AD  HOC  REPORT  GENERATOR 


FIGURE  1-1  AQCESS  SUBSYSTEMS 
AM)  FUNCTIONS 
1-4 
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1.2  GUIDE  TO  AQCESS  USE 

AQCESS  allows  online  entry,  updating,  or  display 
of  data  using  a  computer  terminal.  It  also 
provides  for  paper,  or  "hard,"  copy  production 
of  data  in  report  format  using  a  printer. 

1.2.1  USE  OF  THE  DEC  TERMINAL  AND  PRINTER 

A  terminal  is  a  tool  you  use  consisting  of  a 
keyboard,  which  looks  like  a  sophisticated  type¬ 
writer  keyboard,  and  a  Cathode  Ray  Tube  (CRT), 
which  resembles  a  television  screen.  The  parti¬ 
cular  terminal  used  for  AQCESS  is  manufactured 
by  Digital  Equipment  Corporation,  so  it  is  re¬ 
ferred  to  as  a  DEC  terminal.  The  DEC  printer,  a 
stand-alone  unit,  looks  like  a  typewriter  with¬ 
out  keys.  Together  these  pieces  of  equipment 
allow  you  to  use  AQCESS. 

The  keyboard  is  used  to  type,  edit,  and  store 
data.  In  addition  to  the  letter  and  number 
keys,  this  keyboard  has  other  keys  that  you  use 
to  communicate  with  the  computer  about  the  data 
you  type.  Figure  1-2  summarizes  the  use  of 
these  keys.  For  more  information,  see  TUTOR  ME, 
Lesson  2. 

The  CRT  screen  allows  you  view  data  displayed  by 
the  system  and  to  see  data  as  you  enter  it  in 
AQCESS. 

The  printer  is  used  to  produce  hard  copies  of 
the  data  you  see  on  the  CRT  screen  or  data 
generated  by  the  system. 
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AQCESS  can  select  and  format  data  and  print  it 
in  the  form  of  reports  for  use  in  your  MTF  and 
for  submission  to  higher  command.  This  will 
eliminate  the  hours  of  work  involved  in  manually 
preparing  reports.  And  since  production  is  fas¬ 
ter,  reports  can  be  more  timely  and  more  useful 
to  MTF  staff. 

Each  terminal  is  set  to  default  to  a  printer 
specified  by  the  system  manager.  The  default 
printer  will  print  "hard”  copies  of  the  screens 
when  you  press  the  control  key  with  P. 

For  each  terminal,  reports  will  be  sent  to  print 
at  a  printer  specified  by  the  system  manager. 

Products  such  as  admission  forms  and  cards  will 
also  be  set  to  print  at  a  specific  printer. 

Your  system  manager  is  responsible  for  managing 
the  system  and  setting  up  the  printers. 

Ask  your  supervisor  or  system  manager  to  demon¬ 
strate  how  the  printer  is  loaded  with  paper  or 
forms  and  to  indicate  what  other  procedures  are 
required  for  using  this  equipment. 
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Name  Sc 
Symbol 

Used 

With 

When  You  Press  this  Key: 

Return 

Cursor  moves  from  field  to 
field.  Used  at  the  end  of  a 
screen,  Return  transmits  the 
data  entered  to  the  system  for 
storaqe. 

Shift 

Many 

Keys 

The  top  character  of  a  two- 
character  key  is  entered,  as 
on  a  standard  typewriter. 

Help 

The  screen  displays  informa¬ 
tion  about  the  data  field  you 
are  in,  such  as  length,  type, 
and  format  of  the  data  you  can 
enter.  Also  displays  codes 
that  can  be  entered  in  that 
field. 

Explain 

Error 

The  screen  displays  a  detailed 
explanation  of  the  error  mes¬ 
sage  that  ia  being  displayed. 

Back-up 

Cursor  moves  back  one  field  at 
a  time.  Cursor  must  be  at  the 
first  character  of  the  field 
when  you  press  Back-up.  This 
key  doesn't  work  at  the  first 
field  on  the  screen. 

Entry 

Done 

Cursor  skips  the  remaining 
fields  on  the  screen  and  moves 
to  ENTER  SELECTION  at  the 
bottom  of  the  screen. 

FIGURE  1-2  SPECIAL  FUNCTION  KEYS 
(PAGE  1  of  2) 
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Name  & 
Symbol 

Used 

With 

When  You  Press  this  Key: 

ALL 

Shift 

Cursor  moves  from  bottom  of 
screen  to  the  first  accessible 
field  on  the  screen;  you  can 
access  any  updateable  field  on 
the  screen  and  enter  data. 

Delete 

DEL 

Cursor  backs  up  one  space  and 
deletes  whichever  letter  occu¬ 
pied  that  space.  Used  to  de¬ 
lete  typographical  errors  that 
were  just  entered. 

Clear 

Data 

Shift 

All  the  data  entered  in  a 
field  is  erased.  Cursor  must 
be  at  the  first  character  in  a 
field  when  this  key  is 
pressed. 

Cancel 

Shift 

The  system  abandons  what  you 
have  been  doing.  No  data  - 
entered  immediately  before 
cancelling  is  stored.  You 
return  to  the  previous 
processing  function  or  screen. 

CTRL 

P 

The  screen  being  displayed  is 
printed  at  the  printer  asso¬ 
ciated  with  your  terminal. 

FIGURE  1-2  SPECIAL  FUNCTION  KEYS 
(PAGE  2  OF  2) 
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1.2.2  SYSTEH  FEATURES 

AQCESS  enhances  the  information  processing  capa¬ 
bilities  of  your  facility  with  clear,  easy-to- 
use,  automated  procedures;  editing  mechanisms 
that  help  ensure  the  accuracy  of  entered  data; 
and  security  features  that  protect  the  informa¬ 
tion  contained  in  the  system. 


1.2. 2.1  AQCESS  SCREENS 

Your  CRT  displays  data  in  a  predetermined  for¬ 
mat,  called  a  screen.  Areas  of  the  screen  where 
data  can  be  typed  or  displayed  are  called 
fields.  The  cursor  is  a  blinking  rectangle  that 
shows  you  where  the  first  character  of  data  will 
be  entered. 

AQCESS  screens  are  designed  consistently  to  fa¬ 
cilitate  entry  of  data.  The  name  of  the  screen 
is  displayed  in  the  upper  left  corner;  the  cur¬ 
rent  date  and  time  is  displayed  in  the  upper 
right  corner.  Screen  selections  and  options  are 
separated  from  the  screen's  fields  by  a  dotted 
line.  Messages  are  displayed  at  the  bottom  of 
the  screen. 

There  are  two  types  of  screens:  menu  screens 
and  data  entry  screens.  Menu  screens  list  func¬ 
tions  you  can  perform  and  allow  you  to  choose  a 
function  by  entering  the  letter  or  number  repre¬ 
senting  it  in  a  selection  field. 

Data  entry  screens  are  arrangements  of  fields  in 
which  you  can  enter  data  or  where  entered  data 
is  displayed.  The  lower  portion  of  most  data 
entry  screens  contains  a  sub-menu  listing  func¬ 
tions  you  can  perform  at  this  screen. 
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A  screen  seqeent  is  •  qroq)  of  re i at  »d  latu 
field#  that  ran  replace  pert  of  a  data  wtr* 
screen.  (ha  area  in  which  alternate  screen  aeq- 
aents  ran  he  displayed  is  called  a  screen 
•  indoa. 

Saw  field#  an  screens  are  required,  aeemnq 
(hat  you  euat  enter  data  in  thee.  If  data  is 
not  entered  in  a  required  field,  an  error  eea  - 
sage  will  be  displayed.  On  the  other  hand,  soar 
fields  cannot  be  seed  because  they  do  not  appl • 
to  your  ail  it  ary  dspartaant ;  you  will  not  be 
able  to  access  these  fteida. 

fiaaples  of  AQCESS  screens  appear  throm^iou* 
this  ( raminq  Aid,  illustrating  the  flimral 
Record#  functiana. 


1.2. 2.2  CNItRINC  MB  IBMIINC  ARCES&  OAIA 

Usually,  the  first  ties  you  accaas  a  screen,  the 
cursor  will  ba  positioned  at  the  first  field 
where  you  can  enter  data.  You  euat  begin  rour 
entry  at  the  first  character  in  the  field. 

You  can  update,  or  change  data  on  a  screen  by 
typing  over  it.  To  aove  the  cursor  to  a  field 
you  wish  to  update,  you  can  (1)  typs  the  nans  of 
that  field  or  pert  of  the  neee  at  ENTER  SElff- 
(ION  and  praaa  Return .  Shan  you  have  entered 
the  update,  the  cursor  will  return  to  (NffR 
SELECTION.  Or  >2)  you  can  type  ALl  to  go  to 
each  field  on  the  screen.  The  cursor  will  re¬ 
turn  to  ENTER  SELECTION  after  the  last  field  on 
the  screen. 
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Whan  you  have  finished  an  initial  data  entry  or 
an  update,  tha  cursor  is  at  ENTER  SELECTION.  To 
store  tha  data  you  hava  just  entered,  preee  Re¬ 
turn.  No  data  is  actually  stored  on  the  eye tea 
until  you  do  this. 

1.2.2.)  SYSTEM  EDITS 

As  you  enter  data,  AQCESS  adits,  or  checks,  it 
protect  tha  integrity  of  AQCESS  data.  There  are 
three  types  of  adits:  validity,  consistency, 
and  final  edits. 

Validity  adit a  are  performed  aa  you  enter  data 
in  each  f is  Id.  Theee  edits  determine  whether 
the  data  you  enter  fits  the  parameters  set  up 
for  the  individual  field,  for  example,  if  you 
enter  a  date  such  ee  March  35th  (where  tha  date 
is  greater  than  31 )  or  a  Social  Security  Nuafcer 
such  aa  123-AR-4H4  (where  letters  are  included 
m  a  field  that  only  allows  numbers),  validity 
edits  will  detect  this  aa  an  error. 

for  soma  fields  there  is  a  liet  of  codas  that 
can  be  entered  (this  list  is  called  a  system 
table).  Validity  edits  determine  whether  tha 
rods  you  entered  exists  in  the  table. 

When  you  enter  invalid  data,  a  beep  sounds  and 
an  error  aaeeega,  such  as  INVALID  ENTRY,  appears 
at  the  bottom  of  the  screen  along  with  a  des¬ 
cription  of  the  kind  of  data  or  a  list  of  codas 
that  can  be  entered.  Tha  cursor  goes  to  tha  be¬ 
ginning  of  the  incorrect  field,  and  you  oust  en¬ 
ter  valid  data  before  you  can  go  on.  (You  can 
press  Return  and  thet  field  will  be  redisplayed 
with  tha  date  it  contained  previously  or  it  will 
be  blank .  ) 
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) 


Consistency  edits  are  performed  after  you  have 
coapleted  data  entry  on  an  entire  screen.  Con¬ 
sistency  edits  check  whether  relationships  be¬ 
tween  data  entered  in  different  fields  are  cor¬ 
rect,  since  data  entered  in  one  field  may  be  in¬ 
consistent  with  data  entered  in  another  field. 
For  example,  when  you  indicate  in  one  field  that 
a  patient's  status  is  active  duty  and  in  another 
field  that  the  patient  is  12  years  old,  a  con¬ 
sistency  edit  detect  this  as  an  error. 

When  a  consistency  error  is  found,  an  error  mes¬ 
sage  is  displayed  and  the  cursor  moves  to  the 
first  field  in  the  inconsistent  relationship. 
If  you  press  Return,  the  cursor  will  go  to  the 
next  field  involved  in  the  error.  You  can 
change  any  of  the  fields  involved.  When  the 
error  is  corrected,  the  cursor  returns  to  ENTER 
SELECTION. 

Usually  you  must  correct  a  consistency  error  be¬ 
fore  you  can  go  on.  Occasionally  you  are  given 
a  warning  of  a  condition  that  may  or  may  not  be 
inconsistent.  Warning  error  messages  are  fol¬ 
lowed  by  the  question,  OVERRIDE?  To  override 
the  message  and  indicate  that  this  data  is 
actually  correct,  enter  Y. 

The  Clinical  Records  subsystem  also  performs 
edits  on  completed  clinical  records.  These 
final  edits  check  the  CR  data  against  the  A  AD 
data  to  verify  that  the  information  is  correct. 
Errors  are  indicated  on  an  error  list.  You  must 
correct  any  errors  either  in  MD  or  CR  before 
the  record  can  be  approved. 
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1.2. 2.4  AQCESS  SECURITY 

Because  AQCESS  processes  highly  sensitive  data 
on  patient  care,  a  number  of  provisions  have 
been  designed  to  protect  the  security  of  the 
data  in  the  system.  Among  these  features  are 
user  ID  and  password,  time  out,  predesignated 
terminal  capabilities,  and  secure  reports. 

Each  user  is  assigned  a  private  user  ID  and 
password,  which  are  used  to  gain  access  to  the 
system.  Associated  with  each  user  ID  and  pass¬ 
word  are  the  system  capabilities  this  user  is 
authorized  to  perform. 

Screens  "time  out,"  or  are  erased  from  the  CRT, 
if  no  data  is  entered  or  no  function  key  is 
pressed  within  a  specified  length  of  time.  This 
prevents  unattended  terminals  from  being 
accessed  by  unauthorized  personnel. 

The  capabilities  that  can  be  performed  at  each 
terminal  are  also  designated. 

Some  reports  are  defined  as  "secure"  reports  and 
may  only  be  printed  on  the  primary  printer  for 
the  report. 
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1.3  AQCESS  TUTORIAL  SIGN-ON  PROCEDURE 

The  preceding  sections  of  this  Training  Aid  pro¬ 
vide  a  general  introduction  and  overview  to 
AQCESS.  This  section  serves  to  introduce  you  to 
the  AQCESS  tutorial,  so  you  can  use  TUTOR  ME  and 
this  Training  Aid  together  to  learn  AQCESS. 

Since  you  will  be  using  the  AQCESS  on-line  tu¬ 
torial,  TUTOR  ME,  as  a  first  step  in  learning 
the  system,  you  should  know  how  to  sign  on  to 
the  tutorial.  Look  at  the  AQCESS  terminal 
screen.  You  should  see  the  words  USER  ID  and 
below  it,  the  word  PASSWORD,  You  should  also 
see  a  ret  angular  blinking  block  by  USER  ID. 
This  block  is  called  the  cursor  and  it  shows  you 
when  you  are  on  the  screen.  To  sign  on: 

o  Type  the  word  TUTOR. 

o  f ind  the  Return  key  on  the  keyboard  and  press 
it. 

o  Type  the  word  ME. 
o  The  screen  should  look  like  this: 


USER  ID  TUTOR 
PASSWORD  ME 


o  Press  Return. 

o  You  are  now  signed  on  to  the  system  in  the 
AQCESS  tutorial. 
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o  Press  Return  again. 

o  You  should  see  a  list  of  the  lessons  provided 
in  the  AQCESS  tutorial.  These  lessons  are  as 
follows: 

1.  INTRODUCTION 

2.  LEARNING  YOUR  KEYBOARD 

3.  SCREEN  PROCESSING 

4.  DATA  ENTRY  AND  EDITING 

5.  DATA  ENTRY  SHORTCUTS 

6.  SYSTEM  FUNCTIONS 

You  will  complete  many  of  these  lessons  as  part 
of  your  training  program.  To  see  the  first 
tutorial,  INTRODUCTION,  find  the  number  1  on 
your  keyboard  and  press  it.  Follow  the  instruc¬ 
tions  on  the  screen  for  completing  the  tutorial. 


1.1 


1-15 


AUG  1986 


AQCESS  CLINICAL  RECORDS  TRAINING  AID 


FIGURE  1.3  MAILBOX  (CSSAGE  SCREEN 
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1.4  THE  MAILBOX  FUNCTION 


ACCESS  The  Mailbox  function  is  accessed  by 

entering  MX  on  the  User  Entry  Menu. 


PURPOSE  The  Mailbox  function  enables  you  to 

send  'nail*  to  other  users.  Mes¬ 
sages  can  be  viewed  on  the  screen 
or  printed  on  paper,  acknowledged 
(returned  to  sender  with  or  without 
notation),  and  deleted. 


DESCRIPTION  The  Mailbox  function  is  comprised 
of  two  screens:  the  Mailbox  Message 
Screen  and  the  Mailbox  Candidate 
Message  Screen.  The  Mailbox  Mes¬ 
sage  Screen  is  used  to  send, 
acknowledge,  or  delete  a  message. 
The  Mailbox  Candidate  Message 
Screen  ie  used  to  select  a  particu¬ 
lar  message  from  a  group  of  mes¬ 
sages  for  viewing. 


OPTIONS  On  the  Mailbox  Message  Screen: 

1  -  DELETE  MESSAGE  enables  you  to 

delete  a  message  from  your 
mailbox. 

2  -  ACKNOWLEDGE  MESSAGE  enables  you 

to  communicate  to  a  sender  that 
yoo  have  receive  his  or  her 

message. 
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3  -  ACKNOWLEDGE/DELETE  MESSAGE  en¬ 
ables  you  to  acknowledge  a 
message  and  to  delete  it  from 
your  mailbox. 

On  the  Mailbox  Candidate  Message 

Screens 

S  -  SEND  A  MESSAGE  enables  you  to 
send  a  new  message.  This  op¬ 
tion  is  used  to  access  a  blank 
Mailbox  Message  Screen. 
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1.4.1  TO  SEND  A  MESSAGE 


o  Enter  MX  on  the  User  Entry  Menu  Screen. 
Press  Return. 


The  Maibox  Menu  Screen  is  displayed.  The  FROM 
field  defaults  to  your  User  ID.  The  DATE/TIME 
OF  MESSAGE  field  defaults  to  the  current  date 
and  time.  The  cursor  is  at  the  TO  field. 


o  Enter  the  User  ID  of  the  individual  who 
should  receive  your  message.  Press 
Return. 


The  cursor  moves  to  MESSAGE  SUMMARY. 


o  Enter  a  short  description  of  the 
message.  Press  Return. 


The  cursor  moves  to  the  first  character  posi¬ 
tion  of  the  message  box. 


o  Enter  the  message.  Press  Entry  Done 
when  the  message  is  complete. 
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The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  send  the  message  to  the 
receiver. 


The  User  Entry  Menu  Screen  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 
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1.4.2  TO  VIEW  A  fCSSAGE 


If  you  have  a  message  in  your  mailbox,  the 
system  Mill  display  the  following  at  the 
bottom  of  the  User  Entry  Menu  Screen:  MAILBOX 
MESSAGES  WAITING  -  ENTER  MX  FOR  MAILBOX 
FUNCTION. 


o  Enter  MX  at  ENTER  SELECTION.  Press 
Return. 


The  Mailbox  Candidate  Messages  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  the  number  identifying  the  message 
you  wish  to  view.  Press  Return. 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


Note:  Only  10  messages  can  be 
listed  on  the  Mailbox  Candi¬ 
date  Messages  Screen  at  one 
time.  If  you  have  accumu¬ 
lated  10  messages,  the  sys¬ 
tem  will  notallow  you  to 
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send  mail.  You  must  delete 
stored  messages  to  reinstate 
the  capability.  Messages 
which  you  wish  to  save  can 
be  printed  using  the  CTRL  P 
function  at  ENTER  SELECTION. 


To  delete  a  Message: 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  1  at  ENTER  SELECTION.  Press 
Return. 

A 


The  message  is  deleted.  The  User  Entry  Menu 
is  displayed. 


To  acknowledge  a  message: 


1 .  If  you  wish  to  send  an  acknowledgment  mes¬ 
sage  back  to  the  sender: 


Fhe  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 
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o  Enter  ALL.  Press  Return. 


The  cursor  moves  to  the  TO  field. 


o  Press  Return  until  you  move  the  cursor 
into  the  message  box.  Enter  the  mes¬ 
sage.  Press  Entry  Done  when  the  message 
is  complete. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Enter  2  ^t  ENTER  SELECTION.  Press  Retur 


Note;  If  you  wish  to  acknowledge 
the  message  and  also  delete 
it  from  your  mailbox,  enter 
3  at  ENTER  SELECTION. 


The  system  will  send  the  acknowledgment  mes¬ 
sage  to  the  sender.  The  User  Entry  Menu 
screen  is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


2. 


I  f  you  wish  to  acknowledge  receipt  of  a 
message  but  you  do  not  want  to  send  a  new 
message  back  to  the  original  sender; 
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The  selected  Mailbox  Message  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  2  at  ENTER  SELECTION.  Press  Retur 


Note:  If  you  wish  to  acknowledge 
the  message  and  also  delete 
it  from  your  mailbox,  enter 
3  at  ENTER  SELECTION. 


The  system  will  send  an  acknowledgment  to  the 
sender.  The  User  Entry  Menu  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 
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1.5  GLOSSARY  OF  TERMS 


MD 

Admission  and  Disposition.  The 
AQCESS  subsystem  that  processes 
patient  administration  informa¬ 
tion. 

A&S 

Appointing  and  Scheduling  Module 
of  the  Outpatient  Encounter 
subsystem. 

Ad  Hoc 

Ad  Hoc  Report  Generator 

subsystem. 

AQCESS 

Automated  Quality  of  Care 

Evaluation  Support  System. 

Character 

Any  letter,  number,  symbol,  oi 
space  in  a  field. 

CR 

Clinical  Records.  The  AQCESS 
subsystem  that  processes  clini¬ 
cal  records  information. 

Codes 

Characters  which  are  abbrevia¬ 
tions  for  words.  For  example, 
"s"  might  designate  marital 
status  of  single. 

Computer 

A  device  capable  of  accepting 
data  (input),  applying  pre¬ 
scribed  processes  (program)  to 
the  data,  and  supplying  the 
results  of  these  processes  a? 
meaningful  information  (output). 

Computer 

Hardware 

A  computer's  mechanical,  mag¬ 
netic,  electronics,  and  electri¬ 
cal  equipment. 
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Terminal 
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Cursor 

Data 

Database 

Data  entry 
screen 

Default 

DoO 

Down 

Edit 

Enter 
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The  device  with  which  data  is 
input  or  output.  It  consists  of 
a  keyboard  and  Cathode  Ray  Tube 
(CRT). 

Cathode  Ray  Tube.  The  screen  or 
display  unit  on  a  computer 
terminal  which  resembles  a 
television. 

The  blinking  rectangle  used  on 
the  CRT  screen  to  mark  the 
current  position  on  the  screen 
where  data  can  be  entered  or  a 
selection  made. 

A  collection  of  facts  or 
figures. 

A  collection  of  data. 

A  screen  on  which  data  is  input. 


A  selection  made  automatically 
by  the  system  when  no  explicit 
choice  is  specified  by  the  user. 

Department  of  Defense. 

The  condition  in  which  the 
computer  is  not  operational. 

Computer  activities  that  check 
input  for  validity  and 
consistency. 

The  process  by  which  information 
is  transmitted  to  the  computer 
through  a  terminal. 
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Field 


Input 


Keyboard 


Label 


The  various  areas  of  the  screen 
that  always  contain  the  same 
type  of  information  (e.g.,  the 
NAME  field.) 

The  transfer  of  data  into  the 
computer.  The  data  to  be 
processed. 

The  rows  of  keys  attached  to  the 
CRT,  used  to  communicate  data  to 
the  computer. 

The  pieces  of  information  on  a 
screen  that  identify  the  data  to 
be  entered  in  a  field. 


Menu  Screen 


MSA 

MTF 


Numeric 


On-line 


Output 


A  screen  which  allows  you  to 
select  from  a  list  of  processing 
options. 

Medical  Services  Accounting 
subsystem. 

Medical  Treatment  Facility;  a 
military  hospital. 

Pertaining  to  a  character  set 
that  contains  numbers  only. 

The  state  in  which  a  terminal 
can  be  used  to  send  information 
to  or  receive  information  from 
the  computer. 

Information  produced  by  a  compu¬ 
ter  in  a  readable  form  such  as  a 
printed  report  or  information  on 
a  display  screen. 
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Password 


Printer 


QA 


Required 

Field 

Screen 


Sign- on 


Software 


A  confidential  code  that  allows 
access  to  the  computer  system. 
Passwords  are  part  of  a  security 
system  that  allows  only 
authorized  personnel  access  to 
the  system. 

The  equipment  used  to  print  mes¬ 
sages,  forms,  labels,  and 
reports. 

Quality  Assurance.  The  AQCESS 
subsystem  that  processes  quality 
assurance  information. 

A  field  on  a  screen  where  data 
must  be  entered. 

The  display  surface  of  a  termi¬ 
nal  or  the  information  on  the 
terminal. 

The  identification  process  that 
a  user  performs  to  begin  work 
with  a  computer  system.  In 
AQCESS,  sign-on  consists  of  a 
user  ID  and  a  password.  These 
are  assigned  by  the  system 
manager. 

A  set  of  computer  programs,  pro¬ 
cedures,  rules,  and  documenta¬ 
tion  recorded  in  the  computer's 
memory  that  operates  and  directs 
the  use  of  the  computer 
hardware. 
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Submenu 

Up 

Update 

User 


A  menu  found  on  the  bottom  of  a 
data  entry  screen  that  lists  the 
other  options  for  that  screen. 

The  condition  in  which  the 
computer  is  operational. 

Changing  data  after  it  is  stored 
in  the  system. 

One  who  uses  the  computer  system 
on  a  day-to-day  basis. 
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1.6  CHECKPOINT 

Your  reading  of  Section  1,  Introduction,  pro¬ 
vides  a  basic  understanding  of  AQCESS.  Use  the 
questions  listed  below  to  check  your  progress. 
If  you  cannot  r~  •  iy  answer  a  question,  review 
the  pertinent  subsection.  Verify  your  answers 
by  checking  those  shown  on  the  next  page. 

1.  List  the  seven  subsystems  that  process 
AQCESS  information. 


2.  Generally  describe  the  kind  of  information 
that  is  processed  by  these  subsystems. 


3.  How  does  AQCESS  use  menu  and  data  entry 
screens  to  help  you  organize  information 
that  is  to  be  entered? 
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4.  How  do  you  get  data  in  AQCESS? 


5.  How  does  AQCESS  ensure  that  entered  data  is 
accurate  and  sensible? 


6.  Identify  the  terminal  "Keys”  listed  on  the 
right  that  should  be  used  to  accomplish  the 
"Action"  listed  at  the  left.  Mark  your 
answer  in  the  space  provided. 

Action 

_ You  want  to  know 

the  valid  entries 
for  a  field. 

_ You  want  to  delete 

information  from  a 
field  in  which  it 
has  been  stored. 

_ You  made  a  typo  and 

want  to  correct  it. 

_ You  have  finished 

all  required  entries 
on  a  screen  and  want 
to  store  the  information. 

_ You  need  additional 

information  to  correct 
an  error  condition. 
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a.  Clear 
Data 

b.  Delete 

c.  Entry 
Done 

d.  Return 

e.  Explain 
Error 

f.  Help 
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CHECKPOINT  ANSWERS 

1.  List  the  seven  subsystems  that  process 
AQCESS  information. 


Admission  &  Disposition,  Quality  Assurance 


Clinical  Records,  System  Management,  Medical 

Services 

Accounting, 

the  Appointing  and 

Scheduling 

Module 

of  the  Outpatient 

Encounter 

subsystem. 

and  the  Ad  Hoc  Report 

Generator. 


2.  Generally  describe  the  kind  of  information 
that  is  processed  by  these  subsystems. 

patient  registration,  admission ,  disposition 
info;  quality  of  care  info;  provider  profile 
and  performance;  resource  use. 

3.  How  does  AQCESS  help  you  organize  infor¬ 
mation  that  is  to  be  input? 

Menu  screens  enable  you  to  choose  a  parti¬ 
cular  processing  function.  Data  entry 

screens  and  related  screen  segments  collect 
information  for  that  function  in  a  sequence 
that  is  logical  and  that  facilitates  infor¬ 
mation  storage  and  reporting. 

4.  How  does  AQCESS  acquire  its  information? 

Information  is  input  into  a  computer 

terminal. 
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5.  How  does  AQCESS  ensure  that  its  information 
is  accurate  and  sensible? 

Validity  edits  check  data  as  it  is  input. 
You  are  notified  of  an  invalid  entry  by  a 
beep  and  a  message  that  describe  the  error 
condition.  Consistency  edits  check  to  see 
that  the  relationships  between  data  entered 
in  different  fields  is  valid.  If  an  entry 
in  one  field  is  incompatible  with  an  entry 
in  anther  field,  an  error  message  is 
displayed. 
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6.  Identify  the  terminal  "Keys"  listed  on  the 
riqht  that  should  be  used  to  accomplish  the 
"Action"  listed  at  the  left.  Mark  your 
answer  in  the  space  provided. 


Action 

Kej 

(_S 

f 

You  want  to  know  the 

a. 

Clear 

valid  entries  for  a 

b. 

Delete 

field. 

c. 

Entry 

Done 

a 

You  want  to  delete 

d. 

Return 

infomation  from  a 

e. 

Explain 

field  in  which  it 

Error 

has  been  stored. 

f. 

Help 

b 

_  You  made  a  typo  and 

want  to  correct  it. 

d 

_  You  have  finished 

all  required  entries 
on  a  screen  and  want 
to  store  the  infor¬ 
mation. 

e 

You  need  additional 

information  to  cor¬ 
rect  an  error  condi¬ 
tion. 
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2.  CLINICAL  RECORDS  OVERVIEW 


This  section  provides  you  with  a  summary  of  CR 
Processing,  a  review  of  CR  Common  Data  Screen 
and  CR  Menu  Processes,  and  a  presentation  of 
available  options. 


2.1  CLINICAL  RECORDS  PROCESSING 


Complete  information  on  a  patient's  hospital 
stay  is  documented  in  Clinical  Records  pro¬ 
cessing.  The  patient's  chart  is  reviewed  after 
or  soon  after  the  patient's  disposition;  then 
information  from  the  chart  is  entered  in  CR. 
The  record  must  be  complete  and  correct  before 
it  can  be  approved  by  the  CR  Supervisor.  Once 
approved,  the  data  is  included  in  a  Coded 
Transcript  Tape  and  sent  to  higher  command. 


The  CR  Common  Data  Screen  and  CR  Segments 
display  the  following: 


o  Data  that  was  entered  during  the 
patient's  admission  process. 


o  Episode  history  data  related  to  the 
patient's  hospital  stay. 


o  Reports  compiled  from  data. 
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Using  the  AQCESS  Clinical  Records  function,  you 
will  be  able  to: 


o  Enter  or  update  data  on  the  patient's 
diagnoses. 

o  Enter  or  update  data  on  procedures  per¬ 
formed  on  the  patient. 


o  Review  clinical  services  history. 

o  Enter  or  update  pertinent  medical  and  ad¬ 
ministrative  data  concerning  the  patient. 


o  Enter  or  update  transfer  history. 


o  Produce  printed  reports. 


As  a  user,  you  can  access  the  inpatient  record 
in  CR  only  when: 


o  Th  patient  has  been  dispositioned. 


o  The  patient  has  an  absent  status  of 
medical  hold  (Navy  only). 


o  The  patient  has  been  given  a  projected 
disposition  date. 
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CR  processes  that  you  will  be  able  to  perform 
will  vary  depending  on  the  patient's  status: 


o  If  the  patient  has  been  dispositioned  or 
is  on  medical  hold  (Navy  only),  you  can 
perform  any  CR  function. 


o  If  the  patient  has  a  projected  disposi¬ 
tion,  you  can  perform  any  CR  function  ex¬ 
cept  to  change  the  record's  CR  status  to 
W  or  print  final  reports  on  the  record. 


2.2  CR  COMMON  DATA  SCREEN  AND  CR  MENU 
PROCESSES 


The  CR  Common  Data  Screen  displays  identifying 
patient  information  in  the  top  portion  and  the 
CR  menu  in  the  bottom  portion.  The  CR  menu  en¬ 
ables  you  to  select  the  appropriate  CR  segment 
to  complete  processing  on  a  patient's  record. 

CR  processing  uses  ten  segments  to  make  up  a 
single  patient's  record.  These  segments  are 
overlayed  on  the  CR  Common  Data  Screen.  Thus, 
patient  ID  information  is  always  displayed  at 
the  top  of  the  screen.  The  bottom  of  the  screen 
changes,  displaying  each  of  the  ten  CR  segments 
as  appropriate  in  processing  the  patient's 
record.  The  ten  CR  segments  are: 


Diagnosis  Used  to  review,  enter,  or  update 
data  on  the  patient's  diagnoses. 
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Procedure 


Miscellaneous 


Transfer 

History 

Episode  Days 
by  Date 


Episode  Days 
by  Clinical 
Service 


Administrative 

Data 


Used  to  review,  enter,  or  update 
information  on  procedures,  tests, 
or  operations  performed  on  the 
patient. 

Used  to  enter  the  attending  pro¬ 
vider  and  to  update  miscellaneous 
information  on  transfers-out, 
causes  of  injury,  cause  of  death, 
and  the  amount  of  blood 
transfused. 

Used  to  update  information  on  the 
patient's  transfers  from  other 
MTFs  before  entry  into  this  MTF. 

Used  to  view  information  on  the 
number  of  episode  days  the  pa¬ 
tient  spent  on  clinical  services 
and  absent  statuses  in  chrono¬ 
logical  order  by  date.  For 
display  only. 

Used  to  view  information  on  the 
number  of  episode  days  the  pa¬ 
tient  spent  on  absent  status  ac¬ 
cording  to  each  clinical  service, 
with  total  bed  day  figures  for 
each  clinical  service.  For 
display  only. 

Used  to  enter  free  text  remarks, 
up  to  seven  lines  per  page  on  the 
patient's  hospital  stay,  disposi¬ 
tion,  or  other  information  not 
entered  in  other  segments. 
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Non-procedural  Used  to  update  codes  for  physi- 
Providers  cians  associated  with  the  pa¬ 

tient's  stay,  but  not  relating  to 
particular  procedures  (Navy  and 
Air  Force  only.) 

Used  to  mark  items  missing  from 
the  patient's  chart,  and  then  to 
enter  or  view  dates  when  various 
items  were  completed.  This  is 
one  of  the  first  segments  com¬ 
pleted  in  order  to  monitor  the 
completion  of  the  patient's 
chart. 

Clerk  Actions  Used  to  initiate  final  edits  on 
the  record,  to  release  to  A&D  or 
reject  for  correction  of  coding 
errors,  to  reguest  the  Inpatient 
Treatment  Record  Cover  Sheet 
(ITRCS)  or  Record  of  Inpatient 
Treatment  (RIPT)  and  the  Coded 
Episode  Summary,  and  to  mark  the 
record  as  ready  to  be  included  on 
the  Coding  Transcript  Tape. 

These  ten  CR  segments  are  completed  in  a  logical 
seguence  that  correlates  with  the  steps  in 
manual  coding  of  the  clinical  record.  Of 
course,  these  screens  can  be  completed  in  any 
order  appropriate  for  a  given  record. 

Step  1:  Receive  the  clinical  record  and  review 
it  for  completeness.  Enter  the  missing 
information  on  the  Record  Tracking 
Segment . 
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Step  2: 

Step  3: 

Step  4 

Step  5 

Step  6 

Step  7 

Step  8 

Step  9 


Determine  the  Primary/Attending  Provi¬ 
der  and  enter  the  short  name  on  the 
Miscellaneous  Segment.  Enter  other 
miscellaneous  information. 


Enter  the  transfer  history  data  for  a 
transfer-in  patient  on  the  Transfer 
History  Segment. 


Review  Bed  Days  Information  and  release 
the  record  to  A&D  for  correction,  if 
necessary. 


Verify  that  missing  items  are  complete 
and  update  the  Record  Tracking  segment. 


Code  diagnoses  and  enter  them  on  the 
Diagnosis  segment. 


Code  procedures  and  enter  them  on  the 
Procedures  Segment. 


Enter  the  narrative  text  on  the 
Administrative  Data  Segment. 


Change  the  Record  Status  to  W  to  print 
the  cover  sheet,  or  print  a  draft  cover 
sheet  and  Episode  Summary  sheet  to 
cause  the  system  to  perform  final  edits 
on  the  record. 
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Step  10:  Correct  any  errors. 

Step  11:  Change  the  Record  Status  to  W  -  Waiting 
for  Supervisor  Approval. 

Step  12:  Supervisor  approves  the  record  and  the 
information  is  included  in  the  output 
to  higher  command. 

2.3  CLINICAL  RECORDS  SCREEN  OPTIONS 

Many  CR  segments  display  a  submenu  of  options. 

You  may  select  the  appropriate  option  to  MOVE 

groups  of  data,  VIEW  different  pages  of  the  same 

screen,  and  DELETE  a  set  of  the  information. 
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SECTION  3.  CLINICAL  RECORDS  ID  SCREEN 

PROCEDURE  PAGE 

3.1  To  Identify  a  Patient  Record  for  CR 

Processing . 3-4 

3 . 2  Checkpoint . 3-4 


1.0 


3-1 


SEPT  85 


AQCESS  CLINICAL  RECORDS  TRAINING  AID 


I  CLINICAL  RECORDS  OAIE  _  MtC 

PERSONAL  DATA  -  PRIVACY  ACT  OF  1974 


REC  NO  * 


t  -  OIAGNOSIS  4  -  TRANSFER  HISTORY  7  -  AOMIN  TEXT  0  -  CLERK  ACT 

2  -  PROCEDURES  5  -  EPISODE  OAYS  BY  OATE  8  -  NON-PROC  PHYS 

3  -  MISC  6  -  EPISODE  DAYS  BY  CLN  SVC  9  -  RECORD  TRACKING 

ENTER  SELECTION: 

V _ 


FIGURE  3.1  CLINICAL  RECORD  IDENTIFICATION 
(CRID)  SCREEN 
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3.  CLINICAL  RECORDS  ID  SCREEN 


ACCESS  Enter  C  and  Return  on  the  User  En¬ 

try  Menu  Screen  to  display  the 
Clinical  Records  ID  (CRID)  Screen. 


PURPOSE  The  CRID  Screen  enables  you  to 

identify  the  patient's  record  for 
processing  in  CR. 


DESCRIPTION  The  CRID  Screen  contains  one  data 
field,  REG  NO.  A  patient  record 
can  be  accessed  in  Clinical  Records 
processing  by  register  number  only. 


OPTIONS  There  are  no  options  on  the  CRID 

Screen.  If  a  register  number  is 
not  entered,  the  User  Entry  Menu  is 
displayed  when  Return  is  pressed  on 
the  CRID  Screen. 
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3.1  TO  IDENTIFY  A  PATIENT  RECORD  FOR  CR 
PROCESSING 


o  Enter  C  and  Return  on  the  User  Entry 
Menu. 


The  CRID  Screen  is  displayed.  The  cursor  is 
at  REG  NO. 


o  Enter  the  register  number  of  the  patient 
record  you  wish  to  process  and  press 
Return. 


The  CR  Common  Data  Screen  is  displayed  con¬ 
taining  the  patient's  admission  information. 


o  Enter  the  number  corresponding  to  the  CR 
segment  on  which  you  wish  to  enter  data. 


3.2  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  guestions. 
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If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  A.  CR  COMMON  DATA  SCREEN 

PROCEDURE  PAGE 


4.1  To  Begin  Coding  a  Patient's  Clinical 

Record . 4-4 

4.2  Points  to  Remember . 4-7 

4.3  Checkpoint . . . . 4-9 
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\ 

CLINICAL  RECORDS  DATE  _  TIME  _ 

PERSONAL  DATA  -  PRIVACY  ACT  Of  t974 

NAME  _  SEX  _  EMP  _  SSN  _ DOB  _ 

ADMISSION:  REG  NO  _  SOURCE  _  DATE/TI*  _  NARO  _ 

DISPOSITION:  TYPE  _  DATE/TIME  _  PHYSICIAN  OROERINC  _ 

RECORD:  STATUS  DATE/TIME  MOOIFIED  _  CORRECTED  _  CLERK _ 


1  -  DIAGNOSIS  4  -  TRANSFER  HISTORY 

2  -  PROCEDURES  5  -  EPISODE  DAYS  BY  DATE 

3  -  MISC  6  -  EPISODE  OAYS  BY  CLN  SVC 

ENTER  SELECTION: 


7  -  ADMIN  TEXT  0  -  CLERK  ACTION 
B  -  NON-PROC  PHYS 
9  -  RECORD  TRACKING 


FIGURE  4.1  CR  COMMON  DATA  SCREEN 
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4.  CR  COMMON  DATA  SCREEN 


ACCESS  Enter  C  on  the  User  Entry  Menu 

Screen  and  press  Return.  The  CRID 
Screen  is  displayed.  Type  the  pa¬ 
tient's  register  number  (REG  NO) 
and  press  Return.  The  CR  Common 
Data  Screen  is  displayed. 


PURPOSE  The  CR  Common  Data  Screen  enables 

you  to  view  patient's  information 
on  the  top  portion  of  the  screen 
and  to  select  the  CR  segment  to  be 
processed  from  the  CR  Menu. 

DESCRIPTION  Once  the  record  is  identified  by 
REG  NO,  the  patient  information 
summary  is  displayed  on  the  CR  Com¬ 
mon  Data  Screen  with  the  CR  menu. 
Admission/Disposition  patient  in¬ 
formation  is  displayed  on  the  top 
portion  of  the  Common  Data  Screen. 


OPTIONS  To  complete  the  patient's  clinical 

record,  you  will  use  appropriate  CR 
segments  selected  from  the  CR  Menu. 
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4.1  TO  BEGIN  CODING  A  PATIENT'S  CLINICAL 
RECORD 


o  Enter  C  (Clinical  Records)  and  Return  on 
the  User  Entry  Menu  Screen. 


The  CR  Indentification  Screen  (CRID)  is  dis¬ 
played.  The  cursor  is  at  REG  NO. 


o  Enter  the  patient's  register  number,  and 
press  Return. 


Note:  Once  a  patient  record  has  been 
identified  on  the  CRID  Screen  in 
CR,  it  is  under  the  control  of 
Clinical  Records  and  cannot  be 
accessed  in  A&D. 


The  CR  Common  Data  Screen  is  displayed  with 
the  CR  menu.  The  cursor  is  at  ENTER 
SELECTION. 


Note:  The  steps  that  follow  refer  you 
to  subsequent  sections  of  this 
training  aid.  They  are  placed 
here  only  to  present  an  overview 
of  the  automated  Clinical  Records 
process. 
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o  Verify  the  Admission  and  Disposition  Data 
against  the  chart. 


o  The  first  time  a  record  is  accessed  in 
CR,  the  record  status  must  be  entered  on 
the  Record  Tracking  Segment.  When  you've 
reviewed  the  record  for  completeness, 
select  the  Record  Tracking  Segment  (#9) 
to  set  the  record  status  and  begin 
tracking  the  missing  items.  (See  Record 
Tracking  section.) 


o  The  first  time  a  record  is  accessed  in 
CR,  the  attending  provider  must  be  en¬ 
tered  on  the  Miscellaneous  Segment  (#3). 
Enter  the  Attending/Primary  Provider's 
short  name  on  the  Miscellaneous  Segment. 


Note:  When  you  first  access  a  patient 
record  in  CR,  the  start  date  on 
the  Record  Tracking  Segment  is 
set.  This  marks  the  beginning  of 
CR  processing  from  which  the  sus¬ 
pense  date  is  set.  Providers  are 
delinquent  if  the  record  is  not 
complete  by  the  suspense  date. 
The  start  date  can  be  changed. 


o  Enter  the  diagnoses  on  the  Diagnosis  Seg¬ 
ment.  The  primary  diagnosis  must  be  en¬ 
tered  as  the  first  diagnosis  set. 
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o  Enter  the  procedures  in  the  Procedures 
Segment.  (See  the  Procedures  section.) 

o  View  episode  day's  information  to  check 
for  errors  in  recording  absent  status  and 
transfers.  (See  Episode  Days  By  Date  and 
Episode  Days  by  Clinical  Service 
sections. ) 


Note:  If  this  data  is  not  correct,  the 
record  must  be  released  to  A&D 
for  correction. 


o  Enter  the  information  regarding  episodes 
at  previous  MTF's  on  the  Transfer  History 
Segment.  (See  the  Transfer  History 
section. ) 


o  Enter  the  appropriate  action  on  the  Clerk 
Actions  Screen  to  either  print  a  draft 
cover  sheet,  or  to  change  the  status  to  W 
(Waiting  for  Supervisor  Approval)  which 
automatically  causes  the  final  edits  and 
printing  of  the  cover  sheet. 

o  When  you've  finished  entering  or  viewing 
information,  press  Return  to  store  the  CR 
data  and  cause  the  cover  sheet  to  be 
printed. 
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Note:  No  data  is  stored  if  you  cancel 
out  on  any  CR  screen  or  segment . 
You  must  press  Return  at  ENTER 
SELECTION  on  the  CR  Menu  to  store 
the  record  with  any  updates. 


o  Correct  any  errors  in  thr  data  indicated 
in  the  error  list  at  t  bottom  of  the 
cover  sheet. 


o  Change  the  record  status  on  the  Clerk  Ac¬ 
tions  Screen  to  Waiting  for  Supervisor 
Approval.  This  causes  the  cover  sheet 
and  coded  Episode  Summary  to  be  printed. 


Note:  When  the  supervisor  changes  the 
status  of  an  approved  record  it 
is  included  in  the  Coded  Trans¬ 
cript  Tape. 

4.2  POINTS  TO  REMEMBER  ABOUT  CR  SCREENS 


1 .  The  CR  Menu  has  ten  segments  corresponding 
to  different  portions  of  a  patient's  clini¬ 
cal  record.  You  may  choose  only  one  of  the 
segments  at  a  time  when  the  CR  Menu  is  dis¬ 
played.  The  first  time  a  record  is  called 
up  in  CR,  that  record  is  under  the  control 
of  CR  and  cannot  be  accessed  in  AAD.  At 
this  time  it  is  required  that  a  primary/ 
attending  provider  is  entered  and  that  the 
record  status  is  entered.  Several  of  the 
individual  segments  contain  options 
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(MEXT  PAGE,  etc.)  which  allow  you  to  view, 
update  and  change,  or  add  additional  infor¬ 
mation  to  an  existing  record. 


2.  Some  CR  screens  are  updated  differently.  On 
the  Miscellaneous  Screen,  fields  are  ac¬ 
cessed  for  update  by  label  like  other  pro¬ 
cesses.  The  Diagnosis,  Procedure,  and 
Transfer  History  Screens  contain  multiple 
sets  of  data  and  are  accessed  by  the  data 
set  number  to  update  or  enter  data. 

3.  When  you  have  completed  entry  in  a  CR  seg¬ 
ment,  press  Return  at  Enter  Selection  and 
the  second  level  of  edits  are  performed.  If 
there  are  consistency  errors  they  will  need 
to  be  corrected.  If  there  are  no  errors, 
the  CR  Menu  will  be  displayed.  No  data  will 
have  been  stored.  In  CR,  the  data  is  stored 
only  when  you  press  Return  on  the  CR  Common 
Data  Screen  that  displays  the  CR  Menu. 

4.  When  you  press  Return  at  Enter  Selection  on 
the  CR  Menu,  the  third  level  of  edits  are 
performed.  If  there  are  errors,  a  message 
is  displayed  and  you  must  select  the  appro¬ 
priate  segment  to  make  correction.  If  there 
are  no  errors,  data  is  stored  and  the  CRID 
Screen  is  displayed. 
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5.  Whatever  CR  segment  you  select  will  always 
be  displayed  under  the  patient's  basic 
information  (common  data).  In  summary,  you 
have  three  alternatives  when  you  reach  the 
end  of  a  segment: 

a.  Select  another  segment  from  the  CR  Menu 
to  enter  additional  information  for  the 
same  patient. 

b.  Select  another  pacient  record  for 
processing,  press  Return  at  the  CR  Menu 
to  store  the  data  on  this  patient,  then 
enter  the  new  patient's  REG  NO  on  the 
CRID  Screen. 

c.  To  exit  CR,  press  Return  to  display  the 
CR  Menu,  Return  again  to  store  the  data, 
and  press  Return  on  the  CRID  Screen  to 
return  to  the  User  Entry  Menu  Screen. 

4.3  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 

6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  5.  DIAGNOSIS  SEGMENT 
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/ 

CLINICAL  RECORDS  OAIE  _  TIME  _ 

PERSONAL  OAI A  -  PRIVACY  ACI  OF  1974 

NAME  _  SEX  _  FMP  _  SSN  _  DOB  _ 

ADMISSION:  REC  NO _ SOURCE  _  DAFE/UTC  _  WARD 

OISPOS1IION:  TYPE  _  DATE/UME  _  PHYSICIAN  ORDERINC  _ 

RECORD:  STATUS  _  OAIL/TIME  MODIFIED  _  CORRECTED  __  CLERK 

•••  TOTAL  DIAGNOSES  _  *•* 

t  ICO  CODE:  » _ CAUSE  00  00  OCC  REL  00  GROUP  NBR  (A) 

(must  have  a  primary  diagnosis) 


(ICO  CODE  sea ociated  Text) 


(N)  (Cause 

associated  Teat) 

I CD  COOC : 

_  CAUSE  _ 

OCC  REL  _ 

GROUP 

N8R  __ 

ICO  CODE: 

CAUSE 

OCC  REL 

GROUP 

N8R 

N  .  next  PAGE  P  -  PREVIOUS  PAGE  M  -  MOVE  CODE  D  -  DELETE  CODE 


ENTER  SELECTION: 


V 


/ 


FIGURE  5.1  DIAGNOSIS  SEGMENT 
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5.  DIAGNOSIS  SEGMENT 


ACCESS  Enter  1  and  Return  on  the  CR  Menu 

to  display  the  Diagnosis  Segment  on 
the  lower  portion  of  the  Common 
Data  Screen. 


PURPOSE  The  Diagnosis  Segment  enables  you 

to  enter,  update,  add,  view,  de¬ 
lete,  or  reorder  multiple  diagnosis 
records  and  associated  codes  and 
causes . 


DESCRIPTION  The  Diagnosis  Segment  contains 
several  data  items  that  can  be  en¬ 
tered  for  each  diagnosis.  This 
group  of  data  items  is  called  a 
data  set.  Data  items  that  make  up 
the  set  include  ICD  codes,  the 
CAUSE  of  the  injury  or  ailment 
(Navy  only),  OCC  REL  (Navy  only), 
GROUP  NBR  (Army  only),  and  two 
lines  for  text  associated  with  the 
diagnosis.  At  the  top  of  the  diag¬ 
nosis  portion  of  the  screen,  there 
is  a  heading  labeled  TOTAL  DIAG¬ 
NOSES  which  keeps  a  running  count 
of  the  number  of  diagnoses  that 
have  been  entered  in  the  patient's 
file . 
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OPTIONS 


NEXT  PAGE  and  PREVIOUS  PAGE  options 
enable  you  to  view  subsequent  and 
previous  pages  of  data.  MOVE  CODE 
enables  you  to  reorder  data  sets. 
DELETE  CODE  enables  you  to  delete 
an  entire  data  set. 
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5.1  TO  ENTER  A  DIAGNOSIS 


o  Enter  1  and  press  Return  on  the  CR  Menu. 


The  Diagnosis  Segment  is  displayed.  The  cur¬ 
sor  is  at  ENTER  SELECTION. 


o  Enter  the  number  of  the  data  set  you  are 
going  to  enter.  For  example,  to  enter 
the  first  diagnosis,  type  1,  and  Return. 

o  If  you  are  adding  another  diagnosis  to 
the  record,  enter  the  number  which  is  one 
greater  than  the  TOTAL  DIAGNOSES  field. 
For  example:  If  the  patient  has  2 

diagnoses  entered,  use  3. 


The  cursor  moves  to  the  diagnosis  number 
indicated.  The  screen  will  be  redisplayed. 


o  Enter  the  ICD  diagnosis  code.  Use  HELP 
if  necessary. 


o  If  you  are  unfamiliar  with  ICD  codes  fol¬ 
low  the  subsequent  steps  to  use  ICD  code 
HELP. 
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o  Press  Return  to  the  DIAG  TEXT  field, 
press  HELP. 


The  high  level  coding  categories  (key  words) 
for  the  ICO  structure  are  displayed  on  the 
right  side  of  the  screen. 


o  Enter  the  partial  key  word  for  the  ap¬ 
propriate  coding  category  and  press 
Return. 


The  specific  level  of  coding  categories  for 
the  ICD  structure  are  displayed. 


o  Select  and  remember  the  first  two  cate¬ 
gory  number(s)  of  the  code  you  need. 

o  Move  the  cursor  back  to  the  ICD  CODE: 
field. 


o  Enter  the  first  two  beginning  numbers 
for  the  category  and  press  HELP. 


A  list  of  all  the  codes  in  the  specified 
category  are  displayed. 
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o  Enter  the  appropriate  code  in  the 
DIAGNOSIS  field  and  press  Return. 


Text  associated  with  the  diagnosis  code  is 
displayed.  The  cursor  moves  to  the  next  data 
field.  (CAUSE  and  OCC  REL  for  Navy;  GROUP 
NBR  for  Army.) 


o  Enter  the  appropriate  data  in  each  field 
and  press  Return. 


For  Navy  users,  when  the  cause  is  entered, 
associated  text  appears  in  the  second  line  of 
the  diagnosis  text.  If  you  wish  to  change  the 
wording  of  the  text  associated  with  either  of 
the  codes,  you  may  type  over  the  displayed 
text. 


o  If  the  physician  has  worded  the  diagnosis 
differently,  type  over  text  to  change  the 
wording.  Press  Return  after  each  line  of 
text  to  enter  the  changed  text. 


Note:  When  you  complete  a  diagnosis 
set,  the  cursor  moves  to  the  be¬ 
ginning  of  the  next  diagnosis 
set.  When  three  data  sets  are 
completed  on  a  page,  the  next 
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page  of  the  record  is  displayed 
with  sequence  numbers  for  the 
next  three  data  sets. 


o  To  record  another  diagnosis,  repeat  this 
process. 

o  If  you've  completed  the  diagnosis  input, 
press  Entry  Done  to  move  the  cursor  to 
ENTER  SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to  re¬ 
display  the  CR  Menu. 


Note:  No  data  is  stored  until  you 
press  Return  at  ENTER  SELEC¬ 
TION  on  the  CR  Menu.  If  you 
cancel  out  at  this  point  the 
data  is  not  stored. 


o  Select  another  segment  at  ENTER  SELECTION 
or  press  Return  to  store  the  data. 


If  the  Record  Tracking  Screen  has  not  been 
completed,  or  the  Primary/Attending  Provider 
has  not  been  on  the  Miscellaneous  Screen,  a 
message  is  displayed. 
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Note:  When  you  press  Return  to  store 
the  data,  the  system  performs  the 
third  level  edits  that  require 
validity  and  consistency  among 
the  CR  segments. 


o  Complete  the  information  on  these  two 
screens. 


o  Press  Return  on  the  CR  Menu  to  store  the 
data . 


5.2  TO  EDIT  DIAGNOSIS  INFORMATION  IN  AN 
EXISTING  RECORD 


o  Enter  1  and  Return  on  the  CR  Menu. 


The  Diagnosis  Segment  is  displayed.  The  cur¬ 
sor  is  at  ENTER  SELECTION.  You  may  select  the 
NEXT  PAGE  option  to  locate  the  entry  that  you 
wish  to  change. 


o  Type  the  number  of  the  diagnosis  data  set 
that  you  wish  to  change.  If  you  are 
adding  another  diagnosis  to  the  record 
refer  to  the  "TO  ENTER"  procedure  of  this 
Training  Aid. 
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Note:  If  the  appropriate  page  of 
the  Diagnosis  Segment  is  not 
displayed,  it  will  be  dis¬ 
played  when  you  enter  the 
number  of  the  diagnosis  set. 


The  cursor  moves  to  the  beginning  of  the  diag¬ 
nosis  set  identified. 


o  Type  over  the  existing  information  to 
change  it  and  press  Return  after 
completing  each  field  to  move  to  the  next 
field. 


When  the  data  set  is  completed  and  you  press 
Return,  the  cursor  moves  to  ENTER  SELECTION. 


o  Enter  the  number  of  the  next  diagnosis  to 
be  changed  or  updated,  if  any.  Repeat 
this  process. 

o  Press  Return  at  ENTER  SELECTION  to  dis¬ 
play  the  CR  Menu. 


o  Select  another  segment  at  ENTER  SELECTION 
or  press  Return  to  store  the  data. 
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5.3  TO  HOVE  A  DIAGNOSIS  DATA  SET 

o  Enter  1  and  press  Return  from  the  CR 
Menu. 


The  Diagnosis  Segment  is  displayed.  The  cur¬ 
sor  is  at  ENTER  SELECTION. 


o  Enter  M  -  Move  Code  to  display  the  move 
code  data  fields. 


i  Two  fields  are  displayed:  MOVE  ENTRY  #,  and 

I  BEFORE  #.  The  cursor  is  at  MOVE  ENTRY  #. 


o  Enter  the  number  of  the  diagnosis  set 
that  you  wish  to  move.  If  the  number  is 
less  than  10,  press  Return  after  entering 
the  number. 


The  cursor  moves  to  BEFORE  #. 


o  Enter  the  number  of  the  diagnosis  set 
that  will  follow  the  set  you  are  moving. 
If  the  number  is  less  than  10,  press 
Return  after  entering  the  number. 
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The  diagnosis  sets  are  reordered.  The  cursor 
moves  to  ENTER  SELECTION,  and  the  screen  is 
redisplayed. 


5.4  TO  DELETE  A  DIAGNOSIS  DATA  SET 


o  Enter  1  and  press  Return  on  the  CR  Menu. 


The  Diagnosis  Segment  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  Enter  D  -  Delete  Code  from  the  option 
menu  and  press  Return. 


DELETE  ENTRY  #  is  displayed.  The  cursor  is  at 
the  DELETED  ENTRY  #  field. 


o  Enter  the  sequence  number  of  the 
diagnosis  data  set  you  wish  to  delete. 
If  the  number  is  less  than  10,  press 
Return  after  entering  the  number. 


The  data  set  is  deleted,  the  diagnosis  sets 
are  renumbered,  the  TOTAL  DIAGNOSES  count  is 
adjusted,  and  the  screen  is  redisplayed. 
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5.5  POINTS  TO  REMEMBER 


1.  The  information  entered  on  each  diagnosis  is 

edited  on  the  draft  cover  sheet  requested  on 
the  Clerk  Actions  Screen.  Errors  made  on 

the  Diagnosis  Data  are  listed  on  the  Clini¬ 
cal  Records  Error  List.  These  errors  must 
be  corrected  before  the  record  can  be 
approved. 

2.  The  cursor  will  skip  fields  of  a  diagnosis 
data  set  which  are  used  by  a  military 
department  other  than  your  MTF's  branch  of 
service . 


3.  You  can  change  the  wording  of  text  asso¬ 
ciated  with  ICO  codes  and  CAUSE  codes  to 
more  accurately  reflect  the  patient's 
chart.  Type  over  the  text  to  change  it. 


4.  For  Navy,  the  second  line  of  text  defaults 
to  the  description  of  CAUSE  code.  This  text 
can  also  be  changed  by  typing  over  it. 


5.  When  you  wish  to  add  a  diagnosis  set  to  a 
record,  enter  the  number  one  greater  than 
the  Total  Diagnoses  count.  The  cursor  moves 
to  the  specified  diagnosis  set  number. 
After  you  complete  the  fields  in  that  set, 
the  cursor  moves  to  the  next  set. 
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6.  When  you  edit  information  about  a  previously 
recorded  diagnosis,  enter  the  number  of  the 
diagnosis  set  to  be  changed.  The  cursor 
moves  to  the  set  you've  identified.  When 
you've  completed  the  changes  or  updates  on 
that  set,  the  cursor  moves  back  to  ENTER 
SELECTION. 


7.  You  may  elect  to  edit  a  diagnosis  that  is 
not  currently  displayed;  the  respective  page 
of  the  screen  will  be  displayed  automati¬ 
cally  upon  selection  of  the  diagnosis  set 
number. 


8.  The  primary  diagnosis  must  be  entered  in  the 
//I  position. 

9.  The  GROUP  NO  reguired  by  the  Army  is  used  to 
organize  sets  of  several  diagnoses  and  pro¬ 
cedures  when  they  are  printed  on  the  cover 
sheet . 


5.6  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  guestions. 

If  at  any  point  you  are  unable  to  answer  a  gues- 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  6.  PROCEDURE  SEGMENT 
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CLINICAL  RECORDS  DATE  _  TIME  _ 

PERSONAL  DATA  -  PRIVACY  ACT  OE  1974 

NAME  _  SEA  _  CMP  _  SSN  _  DOB  _ 

ADMISSION:  REG  NO  _  SOURCE  _  DATE/TIIC  _  HARD  _ 

OISPOSI I  ION :  TYPE  _  OATE/tlAC  _  PHYSICIAN  ORDERING  _ 

RECORD:  STATUS  _  OATE/TIRC  HOOIEIED  _  CORRECTED  _  CLERK  _ 

TOTAL  PROCEDURES  _ 

I  PROCO:_^ _ DATE  • _ - _  PRVDR  _• _ 

(if  procedure  la  entered) 

(Procedure  Teat) _ 


2  PROCD: 


OATE  _ - _  PRVDR 


3  PROCD:  OATE  _ -  _  PRVDR 


N  -  NEAT  PAGE  P  -  PREVIOUS  PAGE  M  -  MOVE  CODE 


D  -  DELETE  CODE 


ENTER  SELECTION: 

l _  J 


FIGURE  6.1  PROCEDURE  RECORD  SEGMENT 
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6.  PROCEDURE  SEGMENT 


ACCESS  Enter  2  and  press  Return  on  the  CR 

Menu  to  display  the  Procedure 
Segment  on  the  lower  portion  of  the 
Common  Data  Screen. 


PURPOSE  The  Procedure  Segment  enables  you 

to  document  procedures  performed  on 
a  patient  and  record  the  date(s) 
and  provider (s) . 


DESCRIPTION  Three  procedure  data  sets  can  be 
entered  on  each  page.  The  numbers 
at  the  left  side  of  the  screen  cor¬ 
respond  to  a  complete  procedure 
set.  There  are  four  items  for  each 
procedure:  PROCD,  DATE,  PRVDR  and 

text.  Codes  for  three  care 
providers  can  be  entered  in  the 
PRVDR  field.  Below  the  data  items 
are  two  lines  for  text  associated 
with  the  procedure. 

At  the  top  of  the  procedure  portion 
of  the  screen,  there  is  a  field 
TOTAL  PROCEDURES,  which  keeps  a 
running  count  of  the  number  of  pro¬ 
cedures  in  the  patient's  file. 

OPTIONS  NEXT  PAGE  and  PREVIOUS  PAGE  options 
enable  you  to  view  subsequent  and 
previous  pages  of  data.  Move  CODE 
enables  you  to  reorder  data  sets. 
DELETE  CODE  enables  you  to  delete 
an  entire  data  set. 
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6.1  TO  ENTER  A  PROCEDURE  IN  A  PATIENT'S 
RECORD 


o  Enter  2  and  press  Return  on  the  CR  Menu. 


The  Procedure  Record  Segment  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  Enter  the  number  of  the  data  set  you  are 
goinq  to  enter.  For  example,  to  enter 
the  first  diagnosis,  enter  1  and  press 
Return . 


o  If  you  are  adding  another  procedure  to 
the  record,  enter  the  number  which  is  one 
greater  than  the  TOTAL  PROCEDURES  field 
and  press  Return. 


The  cursor  moves  to  the  procedure  set 
indicated. 


o  Enter  the  procedure  code.  Use  HELP  if 
necessary. 


Text  associated  with  the  code  is  displayed  and 
the  cursor  moves  to  the  next  data  field. 
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o  Continue  to  enter  procedure  data  in  each 
field. 


Note:  A  single  date  or  range  of  dates 
can  be  entered  in  the  DATE  field. 


o  If  you  wish  to  change  the  wording  of  the 
text  associated  with  the  codes,  you  may 
type  over  the  displayed  text. 


o  Press  Return  at  each  line  of  text  to  move 
to  the  next  field. 


o  To  record  another  procedure,  repeat  this 
process. 


When  you  complete  a  procedure  record,  the 
cursor  moves  to  the  next  procedure  set.  When 
three  data  sets  are  complete  on  a  page,  the 
next  page  is  displayed  with  sequence  numbers 
for  the  next  three  data  sets. 


o  If  you've  completed  the  procedure  input, 
press  Entry  Done  to  move  the  cursor  to 
ENTER  SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to  dis¬ 
play  the  CR  Menu. 
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Note:  No  data  is  stored  until  you 
press  Return  at  ENTER  SELEC¬ 
TION  on  the  CR  Menu  Screen. 


o  Select  another  segment  or  press  Return  at 
ENTER  SELECTION  to  store  the  data  and 
display  the  CRID  Screen. 


If  the  Record  Tracking  information  and  the 
Primary/Attending  Provider  have  not  been 
entered,  a  message  is  displayed. 


o  Select  the  indicated  CR  segment  and  refer 
to  the  corresponding  section  of  this 
Training  Aid. 


6.2  TO  EDIT  PROCEDURE  INFORMATION  IN  A 
PREVIOUSLY  CODED  RECORD 


o  Enter  2  and  press  Return  on  the  CR  Menu. 


The  Procedure  Segment  is  displayed.  The  cur¬ 
sor  is  at  ENTER  SELECTION.  (You  may  select 
the  NEXT  PAGE  option  to  locate  the  entry  that 
you  wish  to  change.) 


o  Type  the  number  of  the  procedure  set  you 
wish  to  change.  If  you  are  adding 
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another  procedure  to  the  record  see  the 
"TO  ENTER"  procedure  of  this  Training 
Aid. 


Note:  If  the  appropriate  page  of 
the  Procedure  Segment  is  not 
displayed,  it  will  be  dis¬ 
played  when  you  enter  the 
number  of  the  procedure  set. 


The  cursor  moves  to  the  beginning  of  the  pro¬ 
cedure  set. 


o  Type  over  the  existing  information  to 
change  it  and  press  Return  after  com¬ 
pleting  each  field  to  move  to  the  next 
field. 


When  the  data  set  is  completed  and  you  press 
Return,  the  cursor  moves  to  ENTER  SELECTION. 


o  Enter  the  number  of  the  next  procedure  to 
be  changed  or  updated,  if  any.  Repeat 
the  process. 


o  Press  Return  at  ENTER  SELECTION  to  dis¬ 
play  the  CR  Menu. 
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o  Select  another  segment  or  Pre°®  *etur"  at 
ENTER  SELECTION  to  store  the  data. 

6.3  TO  HOVE  A  PROCEDURE  DATA  SET 

o  Enter  2  and  press  Return  on  the  CR  Menu. 


The  Procedure  Segment  is  displayed.  The  cur¬ 
sor  is  at  ENTER  SELECTION. 


o  Enter  Option  M  -  Move  Code,  and  Return  to 
display  the  move  code  data  fields. 


r^TTI^are  displayed:  MOVE  ENTRj ,  *  and 
BEFORE  #.  The  cursor  is  at  MOVE  ENTRY  t. 


o  Enter  the  number  of  the  procedure  set 
that  you  wish  to  move.  If  the  number  is 
less  than  10,  press  Return  after  entering 

the  number. 


I  The  cursor  moves  to  BEFORE  #. 


o  Enter  the  number  of  the  procedure  set 
that  will  follow  the  set  you  are  moving. 
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If  the  number  is  less  than  10,  press 
Return  after  entering  the  number. 


The  procedure  sets  are  reordered.  The  cursor 
moves  to  ENTER  SELECTION,  and  the  screen  is 
redisplayed. 


6.4  TO  DELETE  A  PROCEDURE  DATA  SET 


o  Enter  2  and  press  Return  on  the  CR  Menu. 


The  Procedure  Segment  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  Enter  D  -  Delete  Code  from  the  option 
menu  and  press  Return. 


DELETE  ENTRY  #  is  displayed.  The  cursor  is  at 
the  DELETE  ENTRY  #  field. 


o  Enter  the  sequence  number  of  the  data  set 
you  wish  to  delete.  If  the  number  is 
less  than  10,  press  Return  after  entering 
the  number. 
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The  data  set  is  deleted,  the  procedure  sets 
are  renumbered,  the  TOTAL  PROCEDURES  count  is 
adjusted,  and  the  screen  is  redisplayed. 


6.5  POINTS  TO  REMEMBER 


T.  The  information  that  you  enter  on  each  pro¬ 
cedure  is  edited  on  the  draft  cover  sheet 
requested  on  the  Clerk  Actions  Screen. 
Errors  made  in  the  procedure  data  are  listed 
on  the  Clinical  Records  Error  List.  These 
errors  must  be  corrected  before  the  record 
can  be  approved. 

2.  For  a  surgical  procedure,  the  first  provider 
is  the  principal  surgeon,  the  second  is  the 
assistant,  and  the  third  is  a  teaching  staff 
physician. 


'5.  For  a  medical  procedure,  the  first  provider 
is  the  attending  or  primary  provider,  the 
second  is  the  resident,  and  the  third  is  any 
other  physician. 

4.  For  procedures  not  performed  in  this  MTF, 
the  fifth  digit  of  PROCD  is  used  and  the 
provider  is  not  coded.  The  sixth  digit  of 
the  ICD  code  is  used  to  enter  the  number  of 
times  the  procedure  was  performed. 
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5.  When  you  are  adding  new  procedure  sets,  the 
cursor  will  move  to  the  next  procedure  set 
when  you  complete  the  fields.  When  the 
third  procedure  set  on  a  page  is  complete, 
the  next  page  of  the  screen  will  be  dis¬ 
played  automatically.  To  indicate  that  you 
have  finished  entering  information,  press 
Entry  Done. 

6.  When  you  are  editing  data  in  a  data  set,  the 
cursor  will  automatically  move  back  to  ENTER 
SELECTION.  This  is  because  you  are  in 
update  mode. 

7.  When  you  identify  a  procedure  set  to  be  up¬ 
dated,  the  respective  page  of  the  procedure 
screen  is  displayed  automatically. 


6.6  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  7.  MISCELLANEOUS  SEGMENT 
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CLINICAL  RECORDS 


NAfC 


SOURCE 


ADMISSION:  REG  NO  _  __ 

DISPOSITION:  TYPE  _  OATE/TIfC  _ 

RECORO:  STATUS  OATE/TITC  MOOIEIEO 


DATE 

PERSONAL  OATA  -  PRIVACY  ACT  OF  1974 

_  SEX  _  FMP  _  SSN  _ 

DATE/TITC 


TU€ 


DOB 


(YARD 


PHYSICIAN  ORDERINC  _ 

CORRECTED  CLERK 


ATTENO/PRIMARY  PROVIOER 
ANESTHETIC  RISK  CODE  _ 

CC'S  WHOLE  BLOOD  _ 

TFR  OUT:  MOOE  (F)  MTF 


•••  MISCELLANEOUS  — • 
TYPE  CASE 


_  AGE _ 

CAUSE  DEATH/SEPARATION 

CC'S  PACKED  CELLS  _ 

CIV  HOSP 


TRANSFER  VA  HOSPITAL/AUTOPSY  (A) 

CAUSE  OF  INJURY  _ _ 

CAUSE  OF  INJURY  DATA  _ 


DATE  INITIAL  PROCEDURE  IN) 


RESIDUAL  DISABILITY  (A) 


CONVALESCENT  LEAVE  DAYS  RECOKfCNOED  (N)(F)  PRESENTATION  OF  FETUS  ir)(F)(f)(f) 


ENTER  SELECTION: 

_ J 


FIGURE  7.1  MISCELLANEOUS  SEGMENT 
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7.  MISCELLANEOUS  SEGMENT 


ACCESS  Enter  3  and  press  Return  on  the  CR 

Menu  to  display  the  Miscellaneous 
Segment  on  the  lower  portion  of  the 
Common  Data  Screen. 


PURPOSE  The  Miscellaneous  Segment  enables 

you  to  review  or  enter  pertinent 
data  collected  during  a  patient's 
stay  at  the  MTF  (The  PRIMARY  PRO¬ 
VIDER  code  is  required.) 

DESCRIPTION  This  screen  segment  contains  a 
variety  of  information  not  captured 
elsewhere  in  Clinical  Records,  such 
as  data  on  cause  of  injury,  anes¬ 
thetic  risk  code,  residual  disabil¬ 
ity,  transfer  to  VA  hospital,  or 
autopsy. 


OPTIONS  You  are  required  to  enter  the 

Attending/Primary  Provider  before 
storing  the  record. 

Other  Miscellaneous  data  can  be 
entered  later. 
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7.1  TO  ENTER  A  PATIENT'S  MISCELLANEOUS 
INFORMATION 


o  Enter  3  and  press  Return  on  the  CR  menu. 


Note:  The  first  time  you  call  up  a  re¬ 
cord  in  CR,  you  must  enter  the 
primary/attending  provider  before 
you  can  store  the  record. 

If  the  record  is  incomplete,  and 
you  have  not  yet  determined  the 
provider,  you  must  cancel  out. 
The  record  will  remain  under  the 
control  of  CR  even  if  you  cancel 
out  using  the  Cancel  Key. 


The  Miscellaneous  Segment  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  To  enter  data  in  all  or  several  of  the 
fields,  type  the  label  of  the  field  in 
which  you  wish  to  enter  data,  or  type  ALL 
and  press  Return  to  move  the  cursor  to 
each  field  on  the  screen. 


The  cursor  moves  to  the  field  you  selected  or 
to  the  first  field  if  you  typed  ALL.  The 
first  field  when  you  type  ALL  is  ATTEND/ 


PRIMARY  PROVIDER. 
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o  Enter  data  in  the  fields  as  required, 
pressing  Return  where  necessary. 


o  When  you  have  completed  the  input,  press 
Entry  Done  to  move  the  cursor  to  ENTER 
SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to  dis¬ 
play  the  CR  Menu. 


o  Select  another  segment  or  press  Return  at 
ENTER  SELECTION  to  store  the  data. 


7.2  POINTS  TO  REMEMBER 


1.  You  must  enter  the  provider  on  the 
Miscellaneous  Segment  the  first  time  you 
call  up  the  record  in  CR.  You  can  cancel 
out  if  you  can't  complete  the  field  at  this 
time,  but  the  record  will  be  locked  in  CR. 


2.  Defaulted  data  in  the  text  field  for  CAUSE 
OF  INJURY  DATA  can  be  changed  by  typing  over 
it . 


3.  The  patient's  age  is  calculated  by  the 
system  from  DOB  and  displayed  on  the 
Miscellaneous  Segment. 

The  AGE  field  can  only  be  changed  if  the 
patient  is  a  newborn.  Any  other  AGE  entry 
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must  be  left  as  it  was  calculated  by  the 
system  based  on  date  of  birth.  The  record 
may  be  released  to  A&D  for  correction  of 
DOB  if  necessary. 


4.  An  ANESTHETIC  RISK  CODE  should  be  entered 
for  patients  with  surgical  procedures.  This 
is  important  for  mortality  reporting. 

5.  Other  defaulted  data  from  A&D  records  in¬ 
cludes  TFR  OUT:  MTF  for  transfer  out  pa¬ 
tients,  and  CAUSE  OF  INJURY  for  injury 
episode  patients. 


7.3  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  8.  TRANSFER  HISTORY  SEGMENT 
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FIGURE  S.1  TRANSFER  HISTORY  SEGMENT 
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8.  TRANSFER 

ACCESS 

PURPOSE 

DESCRIPTION 


OPTIONS 


HISTORY  SEGMENT 


Enter  4  and  press  Return  on  the  CR 
Menu  to  display  the  Transfer  His¬ 
tory  Segment  on  the  lower  portion 
of  the  Common  Data  Screen. 


The  Transfer  History  Segment  en¬ 
ables  you  to  track  a  patient's  stay 
at  other  hospitals  before  trans¬ 
ferring  to  this  MTF. 


This  segment  displays  information 
from  the  Transfer-In  Segment  of  the 
Admission  Screen  concerning  only 
the  hospital  from  which  the  patient 
was  transferred  to  this  MTF.  You 
must  add  the  DISPOSITION  DATE  and 
the  DAYS  data  concerning  this 
transfer  and,  if  applicable,  enter 
data  concerning  previous  trans¬ 
fers.  The  transfer  history  is 
entered  with  the  most  current 
transfer  last.  The  number  of  DAYS 
data  must  be  equal  to  the  number  of 
days  from  Admission  to  Disposi¬ 
tion.  Only  one  screen  segment  is 
used  to  record  this  information. 


Use  the  NEXT  PAGE  and  PREVIOUS  PAGE 
options  to  review  subsequent  and 
previous  pages  of  data.  Use  DELETE 
LINE  to  delete  an  entire  line  from 
the  record. 
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8.1  TO  ENTER  A  PATIENT'S  TRANSFER  HISTORY  ON  A 
NEW  CR  RECORD  OR  TO  ADD  INFORMATION  TO  AN 
EXISTING  RECORD 


o  Enter  4  and  press  Return  on  the  CR  Menu. 


The  Transfer  History  Segment  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  To  enter  data  in  all  or  several  of  the 
fields,  enter  the  line  number  of  the  set 
in  which  you  wish  to  enter  data  and  press 
Return. 


The  cursor  moves  to  the  identified  line 
number . 


o  For  each  previous  MTF  enter  the  MTF  code, 
admission  date,  disposition  date,  and 
number  of  days  spent  on  each  status. 


The  cursor  moves  to  the  next  data  set. 


o 


If  you've 
Entry  Done 
SELECTION. 


completed  the  input,  press 
to  move  the  cursor  to  ENTER 
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o  Press  Return  at  ENTER  SELECTION  to 
display  the  CR  Menu. 


o  Select  another  segment  or  press  Return  at 
ENTER  SELECTION  to  store  the  data. 


8.2  TO  EDIT  INFORMATION  ON  AN  EXISTING  RECORD 


o  Enter  4  and  press  Return  on  the  CR  Menu. 


The  Transfer  History  Segment  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  Enter  the  line  number  of  the  set  that  you 
wish  to  change  and  press  Return. 


Note:  When  you  enter  the  line  num¬ 
ber  of  the  data  set  you  wish 
to  change,  the  appropriate 
page  of  the  Transfer  Segment 
is  displayed  automatically. 


The  cursor  moves  to  the  beginning  of  the  data 
set  identified. 
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o  Type  over  the  existing  information  to 
change  it.  Press  Return  where  necessary. 


When  the  data  set  is  completed  and  you  press 
Return,  the  cursor  moves  to  ENTER  SELECTION. 


o  To  change  information  in  another  set, 
type  the  number  of  the  data  set.  Repeat 
this  process. 


o  Press  Return  at  ENTER  SELECTION  to 
display  the  CR  Menu. 


o  Select  another  segment  at  ENTER  SELECTION 
or  press  Return  to  store  the  data. 


8.3  TO  DELETE  A  LINE  OF  TRANSFER  HISTORY 


o  Enter  4  and  press  Return  on  the  CR  Menu. 


The  Transfer  History  Segment  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  Enter  D  -  Delete  Line  from  the  option 
menu. 
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The  DELETE  #  prompt  is  displayed.  The  cursor 
is  at  DELETE  #. 


o  Enter  the  number  of  the  line  you  wish  to 
delete,  and  press  Return. 


The  line  is  deleted  and  the  screen  is  updated. 
The  cursor  is  at  ENTER  SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to 
display  the  CR  menu. 


o  Select  another  segment  at  ENTER  SELECTION 
or  press  Return  to  store  the  data. 


8.4  POINTS  TO  REMEMBER 


1.  Data  from  the  previous  admission  before 
transfer  to  this  MTF  was  entered  in  the 
Transfer-In  Segment  of  the  Admission  Screen 
and  will  be  automatically  displayed  on  the 
Transfer  History  Segment.  You  must  complete 
DISPOSITION  DATE  and  DAYS  data.  Enter  ac¬ 
curate  admission  and  disposition  dates  for 
each  previous  hospitalization. 
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2.  If  the  patient  transfer  to  this  MTF  is  indi¬ 
cated  in  the  Transfer-In  Segment  if  the 
Admission  Screen,  enter  the  information  on 
the  Transfer  History  Segment  plus  any 
previous  transfers  from  other  MTFs. 


3.  As  many  as  seven  lines  of  transfer  data  can 
be  entered  on  each  page  of  this  screen 
segment. 


4.  Do  not  confuse  the  Transfer  History  Screen 
with  the  Transfer  Function  used  to  track  the 
events  of  the  patient's  stay  in  the  MTF. 
The  Transfer  History  is  generally  entered 
when  the  cover  sheet  and  chart  are  received 
from  the  previous  MTF(s). 


5.  If  additional  transfer  histories  are  to  be 
entered,  they  are  entered  with  the  most  cur¬ 
rent  transfer  last.  This  requires  typing 
over  the  defaulted  information  from  the 
Admission  Screen. 


8.5  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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9.  EPISODE 

ACCESS 

PURPOSE 


DESCRIPTION 


) 


DAYS  BY  DATE  SEGMENT 


Enter  5  and  press  Return  on  the  CR 
Menu  to  display  the  Episode  Days  by 
Date  Segment  on  the  lower  portion 
of  the  Common  Data  Screen. 


The  Episode  Days  by  Date  Segment 
enables  you  to  review  information 
on  the  number  of  days  the  patient 
spent  bed-occupied  and  on  absent 
statuses  in  order  to  verify  that 
the  transfers  in  clinical  service 
indicated  by  the  clinical  record 
were  entered  in  A&D.  This  screen 
is  for  display  only;  it  cannot  be 
changed  in  CR.  If  it  appears  that 
the  bed  days  information  reflects 
an  error,  you  can  release  the  re¬ 
cord  to  A&D  for  correction.  This 
is  done  using  Clerk  Actions. 


The  information  displayed  on  this 
screen  segment  is  compiled  by  the 
system  from  the  admission  date,  and 
the  dates  of  the  patient's  changes 
in  clinical  service  and  absent  sta¬ 
tus.  There  is  one  entry  for  each 
change. 

The  Episode  Days  by  Date  Segment 
displays  episode  days  data  in  chro¬ 
nological  order  with  clinical  ser¬ 
vice  and  absent  status  assignment. 
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OPTIONS 


Use  the  NEXT  PAGE  and  PREVIOUS  PAGE 
options  to  view  pages  of  the  re¬ 
cord.  If  there  is  no  next  page  of 
data,  INVALID  SELECTION  will  be 
displayed. 
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9.1  TO  VIEW  THE  EPISODE  DAYS  RECORD  FOR  A 
PATIENT 


o  Enter  5  and  press  Return  on  the  CR  Menu. 


The  Episode  Days  by  Date  Segment  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  To  view  data  on  the  following  pages, 
press  N. 


Note:  If  there  is  no  next  page  of  data, 
INVALID  SELECTION  will  be 
displayed. 


The  next  page  is  displayed.  The  cursor  is  at 
ENTER  SELECTION. 


o  To  view  data  on  the  previous  page,  press 
P. 


Note:  If  there  is  no  previous  page  of 
data,  INVALID  SELECTION  will  be 
displayed. 
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The  previous  page  is  displayed.  The  cursor  is 
at  ENTER  SELECTION. 


o  If  you  have  finished  viewing  the  data, 
press  Return  at  ENTER  SELECTION  to 
display  the  CR  Menu. 


o  Select  another  segment  or  press  Return 
at  ENTER  SELECTION  to  exit  CR. 


9.2  POINTS  TO  REMEMBER 


1.  Data  on  this  segment  is  for  display  only. 
It  cannot  be  changed  in  CR. 


2.  If  the  data  on  this  screen  appears  to  be  in¬ 
correct,  the  record  must  be  released  to  A&D 
for  correction,  using  the  Clerk  Actions 
Segment . 


3.  If  there  are  no  additional  pages  of  data, 
when  requesting  NEXT  on  PREVIOUS  PAGE  op¬ 
tions,  INVALID  SELECTION  will  be  displayed. 
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9.3  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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10.  EPISODE  DAYS  BY  CLINICAL  SERVICE 


ACCESS  Enter  6  and  press  Return  on  the  CR 

Menu  to  display  the  Episode  Days  by 
Clinical  Service  Segment  on  the 
lower  portion  of  the  Common  Data 
Screen. 


PURPOSE  The  Episode  Days  by  Clinical  Ser¬ 
vice  Segment  enables  you  to  review 
information  on  the  number  of  days 
spent  during  an  episode  in  each 
clinical  service,  in  order  to  re¬ 
view  summary  totals  by  clinical 
service.  This  segment  cannot  be 
changed  in  CR.  If  incorrect  epi¬ 
sode  days  information  appears  to 
exist,  you  can  release  the  record 
to  A&D  using  Clerk  Actions. 

DESCRIPTION  This  segment  displays  episode  days 
grouped  by  clinical  service,  with 
total  bed  and  non-bed  days  figures 
for  each  clinical  service. 

This  information  is  compiled  by  the 
system  from  the  admission  episode 
data  and  transfer  dates. 


OPTIONS  Use  NEXT  PAGE  and  PREVIOUS  PAGE  to 
view  pages  of  the  record. 
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10.1  TO  REVIEW  EPISODE  DAYS  BY  CLINICAL 
SERVICE 

o  Enter  6  and  press  Return  on  the  CR  Menu. 


The  Episode  Days  by  Clinical  Service  Segment 
is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


o  Enter  N  and  press  Return  to  view  the  next 
page. 


Note:  If  there  is  no  next  page  of  data, 
INVALID  SELECTION  will  be 
displayed. 


The  next  page  of  the  record  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  Enter  P  and  press  Return  to  display  the 
previous  page. 


Note:  If  this  is  no  previous  page  of 
data,  INVALID  SELECTION  will  be 
displayed. 
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The  previous  page  is  displayed.  The  cursor  is 
at  ENTER  SELECTION. 


o  When  you  have  finished  viewing  the  pages 
of  data,  press  Return  at  ENTER  SELECTION 
to  display  the  CR  Menu. 


o  Select  another  segment  at  ENTER  SELECTION 
or  press  Return  to  exit  CR. 


10.2  POINTS  TO  REMEMBER 


1.  Data  on  this  segment  is  for  display  only;  it 
cannot  be  changed  in  Clinical  Records. 


2.  If  the  data  on  this  screen  appears  to  be  in¬ 
correct,  it  must  be  released  to  A&D  for  cor¬ 
rection,  using  the  Clerk  Actions  segment. 


3.  If  there  are  no  additional  pages  of  data, 
when  requesting  NEXT  or  PREVIOUS  PAGE  op¬ 
tions,  INVALID  SELECTION  will  be  displayed. 
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10.3  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  11.  ADMINISTRATIVE  DATA  SEGMENT 
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11.  ADMINISTRATIVE  DATA  SEGMENT 


ACCESS  Enter  7  and  press  Return  on  the  CR 

Menu  to  display  the  Administrative 
Data  Segment.  This  segment  is 
displayed  on  the  lower  portion  of 
the  Common  Data  Screen. 


PURPOSE  The  Administrative  Data  Segment  en¬ 

ables  you  to  enter  free  text  infor¬ 
mation  about  the  patient's  hospital 
stay  that  is  printed  on  the 
patient's  cover  sheet. 


DESCRIPTION  Administrative  Data  processing  uses 
a  single  screen  segment. 


OPTIONS  Use  FIRST  PAGE  and  SECOND  PAGE  to 
input  or  view  up  to  two  pages  of 
information. 
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11.1  TO  ENTER  COMMENTS  IN  THE  PATIENT'S 
ADMINISTRATIVE  DATA  SEGftNT 


o  Enter  7  and  press  Return  on  the  CR  Menu. 


The  Administrative  Data  Segment  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  To  enter  comments,  type  ALL  and  press 
Return  to  move  to  the  first  line. 


The  cursor  moves  to  SELECTED  ADMINISTRATIVE 
DATA. 


d  Tvpe  your  comments  and  press  RETURN  at 
tV  end  of  each  line  to  move  to  the  next 
line. 


n  when  vou  have  finisned  entering  com¬ 
ments,  press  Entry  Done  to  move  the 
-  or  .nr  to  ENTER  SELECTION. 


line  cor. or  moves  to  ENTER  SELECTION. 


o  To  displsv  page  2,  enter  2  -  NEXT  PAGE 
at  (Ml  R  SH  E  CIION. 
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Page  2  is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


o  To  continue  entering  comments,  type  ALL 
and  press  Return  at  the  end  of  each 
line . 


o  When  you  have  finished  entering 
comments  press  Entry  Done  to  move  the 
cursor  to  ENTER  SELECTION. 


o  At  ENTER  SELECTION,  press  Return  to  dis¬ 
play  the  CR  Menu. 


o  Select  another  segment  or  press  Return 
at  ENTER  SELECTION  to  store  the  data. 


11.2  POINTS  TO  REMEMBER 


1.  Seven  lines  of  free  text  may  be  entered  on 
each  of  the  two  pages  of  this  screen  seg¬ 
ment  . 

2.  Option  2  -  NEXT  PAGE  is  not  valid  if  there 
is  no  data  on  page  1. 
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11.3  CHECKPOINT 

Once  you  have  read  this  section,  review  lesson 
6,  System  Functions  of  TUTOR  Mf  .  ! hen  per  f orn 

the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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12.  NON-PROCEDURAL  PROVIDERS  SEG»CNT 


ACCESS  Enter  8  and  press  Return  on  the  CR 

Menu  to  display  the  Non-Procedural 
Providers  Segment.  This  segment  is 
overlaid  on  the  Common  Data 
Screen.  This  screen  is  not 
restricted,  but  is  normally  used  by 
the  Air  Force  and  Navy  only. 

PURPOSE  The  Non-Procedural  Providers  Seg¬ 

ment  enables  you  to  enter  or  change 
codes  for  physicians  not  associated 
with  particular  procedures  per¬ 
formed. 


DESCRIPTION  Non-procedural  providers  processing 
uses  one  screen  segment  to  list  up 
to  30  physicians'  names. 

OPTIONS  There  are  no  options  on  this 

screen. 
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12.1  TO  ENTER  THE  PATIENT *S  NON -PROCEDURAL 
PROVIDERS 


o  Enter  8  and  press  Return  on  the  CR  Menu. 


The  Non-Procedural  Providers  Segment  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 


o  To  enter  a  provider,  type  ALL  and  press 
Return. 


The  cursor  moves  to  the  first  PROVIDER  field. 


o  Enter  the  physician's  short  name  and 
press  Return. 


The  cursor  moves  to  the  next  field. 


o  Continue  entering  as  many  physicians  as 
appropriate. 


o  When  finished  entering  data,  press  Enter 
Done  to  move  the  cursor  to  ENTER 
SELECTION. 


ACCESS  CLINICAL  RECORDS  TRAINING  AID 


o  At  ENTER  SELECTION,  press  Return  to 
display  the  CR  Menu. 


o  Select  another  segment  or  press  Return 
at  ENTER  SELECTION  to  store  the  data. 


12.2  POINTS  TO  REMEMBER 


1.  Use  this  segment  to  enter  or  update  codes 
for  physicians  associated  with  the  inpatient 
episode  but  not  associated  with  the  partic¬ 
ular  procedure  performed  during  the  episode. 


2.  Up  to  30  providers  can  be  listed. 

12.3  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  13.  RECORD  TRACKING  SEGMENT 
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CLINICAL  RECORDS  OAfC  lift 


PERSONAL  OAT A  -  PRIVACY  ACT  Of  1 974 

NATC  _  SC*  _  fMP  _  SSN  _  008  _ 

ADMISSION:  REC  NO  _  SOURCE  _  OATC/TIMC  _  HARD  _ 

DISPOSITION:  TYPE  _  DATE/TITC  _  PHYSICIAN  ORDERING  _ 

RECORO:  STATUS  _  OATC/TIyC  MOOIEICO  _  CORRECTED  _  CLERK  _ 

••  RECORD  TRACKING  •• 

STATUS  •  START  DATE:  _  SUSPENSE  DA  IE:  _ 

PROVIOER  MISSING  SIC  OAT £  COMP  MISSING  DICT  DATE  COMP 

HISTORY  PHY:  _  _  _  _  _ 

NARRATIVE:  _  _  _  _  _ 

OP  REPORT:  _  _  _  _  _ 

DISC  OROER:  _  _  _  _  _ 

DISC  NOTE:  _  _  _  _  _ 

NURSING  HARD:  _ / _ / _ 

REMARKS:  _ _ _  _ 


1  -  OTHER  MISSING  SIGNATURES 


ENTER  SELECTION; 


FIGURE  13.1  RECORD  TRACKING  SEGMENT 
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13.  RECORD 

ACCESS 

PURPOSE 

DESCRIPTION 

OPTIONS 


TRACKING  SEGMENT 


Enter  9  and  press  Return  on  the  CR 
Menu  to  display  the  Record  Tracking 
Segment  on  the  lower  portion  of  the 
Common  Data  Screen. 


The  Record  Tracking  Segment  enables 
you  to  enter  and  review  the  status 
of  signatures  and  dictations  mis¬ 
sing  from  the  patient's  record.  The 
dates  on  which  these  items  are  sub¬ 
sequently  completed  are  also 
entered. 


The  body  of  the  Record  Tracking 
Segment  is  a  matrix  of  missing 
items  and  completion  dates,  for 
each  provider  listed. 


Use  1-OTHER  MISSING  SIGNATURES  to 
view  other  missing  items. 
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13.1  TO  ENTER  INITIAL  HISSING  ITEMS  ON  A 
PATIENT’S  RECORD  TRACKING  SEG>CNT 


Note:  When  a  patient's  clinical 
record  is  first  accessed  in 
CR,  the  record  status  must 
be  entered  on  this  screen. 
Missing  signatures  and  dic¬ 
tation  are  recorded  if  the 
record  is  incomplete.  As 
items  are  completed  by  the 
physician,  the  completion 
date  is  entered  for  each 
missing  item. 


o  Enter  9  and  press  Return  on  the  CR  Menu. 


The  Record  Tracking  Segment  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  To  enter  the  record  status  and  to  record 
missing  or  completed  signatures  and  dic¬ 
tations,  type  ALL  and  press  Return  to 
move  the  cursor  to  each  field  of  the 
screen  beginning  with  the  first  field, 
STATUS. 


Note:  The  Record  Tracking  Status  must 
be  changed  to  C  -  COMPLETE  be¬ 
fore  finishing  the  CR 
processing. 
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The  cursor  moves  to  t he  St  A' US  fieli. 


o  fnter  the  record  status  code. 


the  cursor  moves  to  SIAR1  OAH  ,  whien  p,  H  i  . 
ready  completed  tiv  the  svstem. 


Note:  the  S  t  AR  i  DAK  is  calculated 

bv  the  svstem  hut  mav  he  up¬ 
dated.  IT  you  update  the 
start  date,  the  SUSP!  \Sf 
DA ! F  ifrom  which  delinquen¬ 
cies  in  completing  the  re¬ 
cord  are  calculated  will  be 
recalculated  and  displaved. 


o  Update  the  start  date,  if  required,  and 
press  Return. 


The  cursor  moves  to  the  First  PROVIDER  field. 


o  Enter  the  provider's  short  name  and 
press  Return. 
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1 - ^ 


Tht'  cursor  moves  to  the  MISSING  SIG  field. 


o  !*  the  provider's  signature  on  a  report 
is  missing,  enter  an  X;  if  not,  leave 
fipM  blank  and  press  Return. 

o  f’ress  Return  to  skip  the  DATE  COMP  field 
and  move  to  the  MISSING  DICT  field. 


o  If  the  provider's  dication  on  a  report 
is  missinq,  enter  X;  if  not,  leave  the 
field  blank. 


o  Repeat  this  process  for  each  procedure 
that  was  performed  and  for  which  there 
are  items  missing  in  the  clinical 
record. 


o  When  all  missing  items  have  been  en¬ 
tered,  press  Entry  Done  to  move  the 
cursor  to  ENTER  SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to 
display  the  CR  Menu. 


13.2  TO  ENTER  COMPLETION  DATES  ON  A  PATIENT’S 
RECORD  TRACKING  SEGMENT 


Note:  It  is  extremely  important  to 

post  items  as  they  are 
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completed.  If  an  item  is 
not  posted  by  the  suspense 
date, it  will  appear  on  the 
report  as  delinquent. 


o  Enter  9  and  press  Return  on  the  CR  Menu. 


The  Record  Tracking  Segment  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  Enter  ALL  and  press  Return  to  move  the 
cursor  to  the  PROVIDER  field. 


o  If  the  signature  was  previously  missing 
and  is  now  complete,  press  Return  to 
MISSING  SIG.  Press  RETURN  to  DATE  COMP 
and  enter  the  completion  date. 


o  Continue  entering  data  as  appropriate. 


o  If  you've  completed  entering  informa¬ 
tion,  press  Entry  Done  to  move  the 
cursor  to  ENTER  SELECTION. 


Note:  When  all  missing  signature  dates 
have  been  completed,  the  Record 
Tracking  Status  must  be  changed 
to  C  -  COMPLETE  to  continue  CR 
processing. 
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o  To  change  the  record  status,  enter  the 
Partial  Field  label  at  ENTER  SELECTION. 


The  cursor  moves  to  RECORD  STATUS  field. 


o  Enter  the  status.  (Refer  to  Points  to 
Remember . ) 


The  cursor  moves  to  ENTER  SELECTION. 


o  At  ENTER  SELECTION,  press  Return  to  dis¬ 
play  the  CR  Menu. 


o  Select  another  segment  at  ENTER  SELEC¬ 
TION  or  press  Return  on  the  CR  Menu  to 
store  the  data. 


13.3  TO  VIEW  OR  CHANGE  OTHER  HISSING 
SIGNATURES 


o  Enter  9  and  press  Return  on  the  CR  Menu. 


o  Enter  1  -  OTHER  MISSING  SIGNATURES  and 
Return  on  the  Record  Tracking  Segment. 
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The  list  oT  other  missing  signatures  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  ALL  and  press  Return. 


The  cursor  is  at  PROVIDER. 


o  Enter  the  short  names  of  any  other 
providers  whose  signatures  are  missing. 


o  If  you  have  completed  entering  all 
information,  press  Entry  Done  to  move 
the  cursor  to  ENTER  SELECTION. 


o  To  redisplay  the  Record  Tracking  Screen, 
press  1  -  RETURN  TO  RECORD  TRACKING. 


13.4  POINTS  TO  REMEMBER 


1.  Use  the  Record  Tracking  Segment  to  enter, 
update,  or  review  information  missing  from 
the  record,  such  as  signatures  and  dicta¬ 
tions.  These  items  are  tracked  to  determine 
deficiencies  and  delinquencies  in  the  clini¬ 
cal  record. 
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2.  If  the  record  is  not  completed  by  the  sus¬ 
pense  date,  the  delinquency  will  automati¬ 
cally  be  posted  14  days  later  to  the  re¬ 
spective  provider  profile.  It  is  important 
to  post  completed  items  each  day  even  though 
the  two  week  period  provides  additional  time 
for  posting  in  CR. 


3.  When  all  completion  dates  have  been  entered, 
the  Record  tracking  Status  must  be  changed 
to  C  -  COMPLETE  to  continue  CR  processing. 


4.  Record  Statuses  include: 

I  -  Incomplete 
C  -  Complete 
W  -  Waiting  for  Results 
0  -  Checked  Out 


13.5  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  \ou  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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CLINICAL  RECORDS 


NA*C 


DATE 


me 


DATE/TI* 


ADMISSION!  RCC  NO 

DISPOSITION:  TYPE  _ 

RECORD:  STATUS  _  DATE/UTC  MODIFIED 
CLERK: 

P  -  PRINT  ORAEI  I TRCS/COVER  SHEET 
S  -  PRINT  COOED  EPISODE  SUMMARY 
N  -  NAMING  SUPERVISOR  APPROVAL 
R  -  RELEASE  TO  A  A  0 


SELECT  ACTION: 

AUTHORIZED  SIGNER  rQR  REPORT: 
REASON  FOR  RELEASE:  _ 


PERSONAL  DATA  -  PRIVACY  ACT  OE  1974 

_  SEX  _  f HP  __  SSN  _ 

OA7E/I1JC  _ 


DOB 


SOURCE 


HARD 


PHYSICIAN  OROERINC  _ 

CORRECTED  CLERK 


SUPERVISOR: 

A  -  APPROVE 
0  -  OELETE 
0  -  OVERRIDE 
X  -  REXCT 
C  -  CLERK  LIST 


1  -  DIAGNOSIS  4  -  TRANSFER  HISTORY  7  .  ADMIN  TEXT  0 

2  -  PROCEDURES  S  -  EPISODE  DAYS  BY  OATE  8  -  NON-PROC  PHYS 

J  -  HISC  6  -  EPISODE  DAYS  BY  CLN  SVC  9  -  RECORD  TRACKING 

ENTER  SELECTION: 


CLERK  ACTION 


J 


FIGURE  14. 1 


CLERK  ACTIONS  SEGMENT 
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14.  CLERK 

ACCESS 

PURPOSE 

DESCRIPTION 

OPTIONS 


ACTIONS  SEGMENT 


Enter  0  (be  sure  this  is  the  number 
0,  not  the  letter  0)  and  press 
Return  on  the  CR  Menu  to  display 
the  Clerk  Actions  Segment  on  the 
lower  portion  of  CR  Common  Data 
Screen. 


The  Clerk  Actions  Segment  enables 
you  to  specify  the  next  action 
required  to  complete  processing  on 
a  patient’s  record. 


The  Clerk  Actions  Segment  lists  the 
actions  that  the  clerk  and  supervi¬ 
sor  can  take  to  complete  processing 
on  a  patient's  record.  Most  of  the 
actions  taken  on  this  screen  also 
change  the  record  status  which  ap¬ 
pears  on  line  6  of  the  screen. 


There  are  no  submenu  options  on 
this  screen. 
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14.1  TO  ENTER  AN  ACTION  ON  THE  CLERK  ACTIONS 
SEGMENT 


o  Enter  0  (the  number  0,  not  the  letter 
0)  and  press  Return  on  the  CR  Menu. 


The  Clerk  Actions  segment  is  displayed.  The 
cursor  is  at  SELECT  ACTION. 


o  To  enter  an  action,  type  in  the  letter 
that  corresponds  to  the  desired  action. 


CLERK  ACTIONS 


P  -  PRINT  DRAFT  ITRCS/COVER  SHEET 
S  -  PRINT  CODED  EPISODE  SUMMARY 
W  -  WAITING  SUPERVISOR  APPROVAL 
R  -  RELEASE  TO  A&D 

If  P,  S,  or  W  is  selected,  final  edits  are 
performed  and  CR  products  printed. 


o  Press  Return  to  move  the  cursor  to  the 
REG  NO  screen  and  to  start  the  printing 
action. 


Note:  If  select  R  is  used,  the  REASON 
FOR  RELEASE  field  must  have  an 
entry. 
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o  Enter  required  data  and  press  Return. 


o  Enter  the  register  number  to  begin 
processing  another  record  or  press  Return 
to  exit  CR. 


14.2  TO  ENTER  A  SUPERVISOR  ACTION 


o  Enter  0  and  press  Return  on  the  CR  Menu. 


The  Clerk  Action  Segment  is  displayed.  The 
cursor  is  at  SELECT  ACTION. 


o  To  enter  an  action,  type  in  the  letter 
that  corresponds  to  the  desired  action. 


SUPERVISOR  ACTION 

A  -  APPROVE 
D  -  DELETE 
0  -  OVERRIDE 
X  -  REJECT 
C  -  CLERK  LIST 

If  A  is  selected,  final  edits  are  performed 
and  the  record  status  is  changed.  If  0  or  X 
is  selected  the  record  status  is  changed  to 
I-Incomplete  and  additional  clerk  action  must 
be  performed. 
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The  cursor  moves  to  the  SUPERVISOR  USER  CODE. 


o  Enter  a  valid  user  code. 

o  The  cursor  moves  to  PASSWORD.  Enter  a 
valid  password. 


Note:  For  Army  only,  when  approving  the 
record  the  cursor  will  move  to  AU¬ 
THORIZED  SIGNER  FOR  REPORT.  Enter 
the  initials  of  the  authorizing  per¬ 
son.  This  record  remains  locked 
while  the  cover  sheet/RIPT  and 
Coded  Episode  Summary  are  printed. 
You  are  free  to  process  another 
record. 


o  Press  Return  to  move  the  cursor  to  the 
REG  NO  screen  and  to  start  the  printing 
action. 


Note:  When  a  record  has  been  approved 
to  be  included  on  the  CTT,  it  can 
be  rejected  for  corrections.  If 
the  record  is  subsequently  cor¬ 
rected,  it  can  be  reapproved.  If 
it  is  not  to  be  retransmitted 
with  CTT,  the  action  should  be 
set  to  D  for  delete. 
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14.3  TO  VIEW  A  CLERK  UPDATE  LIST 


o  Enter  0  and  press  Return  on  the  CR  Menu. 


The  Clerk  Action  Segment  is  displayed.  The 
cursor  is  at  SELECT  ACTION. 


o  To  view  the  Clerk  Update  List,  enter  C  - 
Clerk  List. 


The  cursor  is  at  SUPERVISOR  USER  CODE. 


o  Enter  a  valid  user  code. 


The  cursor  is  at  PASSWORD. 


o  Enter  a  valid  password. 


The  Clerk  Update  List  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 
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o  When  finished  viewing  the  data,  press 
Return  at  ENTER  SELECTION  to  display  REG 
NO  Screen. 


o  Select  another  segment  at  ENTER  SELECTION 
or  press  Return  to  exit  CR. 


14.4  POINTS  TO  REMEMBER 


1.  The  RECORD  STATUS  field  on  the  Clerk  Actions 
Screen  displays  the  code  indicating  the 
current  status  of  the  record.  The  status  of 
a  record  is  I  Incomplete  when  CR 

processing  is  initiated.  The  Record 

Statuses  are: 

I  =  CR  processing  has  begun  on  this  record 
but  is  incomplete 

W  =  Waiting  for  supervisor's  approval 

A  =  Approved  for  inclusion  on  the  Coding 
Transcript  Tape  (CTT) 

D  =  Deleted  from  CR  processing;  cannot  be 
accessed  and  does  not  appear  on  reports 

P  =  Projected  disposition 

X  =  Record  is  erroneous  and  has  been 
rejected  for  correction  in  CR 

R  =  Released  to  A&D  for  correction  or 
changes 

T  =  Transmitted  to  higher  command 
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2.  If  you  enter  a  Clerk  Action  of  P,  S,  or  W, 
the  final  edits  are  performed  and  CR 
products  are  printed  with  a  list  of  errors. 


3.  When  you  enter  an  action  that  causes  a 
final  Clinical  Record  Edit  and  printing  of 
the  cover  sheet/RIPT,  the  REG  NO  (patient 
record)  will  be  locked  during  the  edit 
process  and  during  printing  of  the  final 
cover  sheet  and  Coded  Episode  Summary.  The 
CRID  Screen  is  displayed  and  you  are  free  to 
process  another  patient. 


14.5  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  gues- 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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T 


r  - - 

CLINICAL  RECORDS 

PERSONAL  DATA  - 

***  _ _  SEX  . 

ADMISSION:  REC  NO  _  SOURCE  _ 

DISPOSITION:  TYPE  _  DATE/TITC  _ 

RECORD:  STATUS  _  OATE/THC  HOOIflEO 


DATE  _  TIME  _ 

PRIVACY  ACT  OF  1974 

.  FHP  _  SSN  _ _ _  008  _ 

.  0ATE/TI1C  _ _  HARO 

_ _  PHYSICIAN  ORDERING  _ 

_ _  CORRECTED  _  CLERK 


CLERK: 

P  -  PRINT  DRAFT  I TRCS/COVER  SHEET 
S  -  PRINT  CODED  EPISODE  SUW1ARY 
W  -  WAITING  SUPERVISOR  APPROVAL 
R  -  RELEASE  TO  A  4  0 


SUPERVISOR: 

A  -  APPROVE 
0  -  OELETE 
0  -  OVERRIDE 
X  -  REJECT 
C  -  CLERK  LIST 


■\ 


SELECT  ACTION: 


AUTHORIZED  SIGNER  FOR  REPORT: 
REASON  FOR  RELEASE: 


1  -  DIAGNOSIS  4  -  TRANSFER  HISTORY 

Z  -  PROCEDURES  5  -  EPISOOE  DAYS  BY  OATE 

J  -  MISC  6  -  EPISOOE  OATS  0Y  CLN  SVC 

ENTER  SELECTION: 


7  -  AOMIN  TEXT  0  -  CLERK  ACTION 

8  -  NON-PROC  PHYS 

9  -  RECORD  TRACKING 


FIGURE  15.1  CLERK  ACTIONS  SEGMENT 
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15.  CLINICAL  RECORDS  PRODUCTS 

ACCESS  Enter  0  (the  number  0,  not  the 

letter  0)  and  press  Return  on  the 
CR  Menu  to  display  the  Clerk  Ac¬ 
tions  Segment. 


PURPOSE  Clinical  Records  Products  are 

printed  automatically  when  you  en¬ 
ter  a  patient's  record  status  as  W- 
Waiting  for  Supervisor's  Approval. 
Products  can  also  be  printed  on  re¬ 
quest  by  entering  P  -  PRINT  DRAFT 
ITRCS/COVER  SHEET  or  S  -  PRINT 
CODED  EPISODE  SUMMARY. 

There  are  three  Clinical  Records 
Products: 

1.  Coded  Episode  Summary  (CES)  - 

The  Coded  Episode  Summary  is  a 
printout  of  the  data  on  the 
Coding  Transcript  Tape  (CTT); 
The  CES  is  different  for  each 
military  department. 

2.  Inpatient  Treatment  Record 
Cover  Sheet  (ITRC5)  or  Record- 
of  Inpatient  Treatment  (RIPT)  - 

The  RIPT  is  used  by  the  Navy 
and  Air  Force;  the  ITRCS  is 
used  by  the  Army.  These  pro¬ 
ducts  provide  a  summary  of  the 
patient's  treatment  at  the  MTF . 


1.0 


15-3 


SEPT  85 


AQCESS  CLINICAL  RECORDS  TRAINING  AID 


3.  Error  List  -  The  Error  List  is 
printed  following  each  draft 
ITRCS/RIPT  or  CES.  Any  errors 
will  be  listed.  The  edit  logic 
and  messages  will  be  different 
for  each  military  department. 


DESCRIPTION  The  Cover  Sheet  and  Error  List  are 
the  tools  you  will  use  to  correct 
the  errors  that  are  indicated  after 
final  edits  have  been  initiated. 

15.1  TO  PRINT  A  CR  PRODUCT 


o  Enter  0  (the  number  0,  not  the  letter  0) 
and  press  Return  on  the  CR  Menu. 


The  Clerk  Actions  Segment  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


Note:  CR  Products  are  printed  automatically 
when  you  enter  a  patient's  record  status 
as  W. 


o  To  request  printed  products  enter  P  - 
PRINT  DRAFT  ITRCS/COVER  SHEET  or  S  - 
PRINT  CODED  EPISODE  SUMMARY. 
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The  product  that  you  selected  is  printed. 


Note:  These  products  cannot  be  displayed 
on  the  screen. 


15.2  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 


1.0 


15-5 


SEPT  85 


AQCESS  CLINICAL  RECORDS  TRAINING  AID 


SECTION  16.  CLINICAL  RECORDS  REPORTS  SCREEN 


PROCEDURE  PAGE 

16.1  To  Print  a  CR  Report . 16-4 

16.2  Checkpoint . 16-7 
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FIGURE  16.1  SAMPLE  CLINICAL  RECORDS  REPORTS 
SCREEN 
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16.  CLINICAL  RECORDS  REPORTS  SCREEN 


ACCESS  The  Clinical  Records  Reports  Screen 

is  displayed  when  you  enter  option 
2  and  press  RETURN  on  the  User  En¬ 
try  Menu.  A  different  Clinical  Re¬ 
cord  Screen  is  used  by  each  ser¬ 
vice;  a  sample  is  shown  in  figure 
16. 


PURPOSE  The  Clinical  Records  Reports  Screen 

enables  you  to  select  the  CR  re¬ 
ports  you  wish  to  print.  These  CR 
reports  are  described  on  the 
following  pages. 


DESCRIPTION  Three  report  types  are  displayed  on 
the  screen:  Coded  Transcript  Tape 
(different  for  each  service), 
Roster  of  Delinquent  Records,  and 
Clinical  Records  Released  to  A&D. 
The  Navy  also  has  an  end-of-month 
Summary  Report.  Each  report  uses  a 
Run-Time  Information  Screen  to  en¬ 
able  you  to  specify  the  parameters 
of  the  report. 


OPTIONS  There  are  no  submenu  options  on  the 

reports.  However,  you  can  print  a 
hard  copy  or  view  the  report  on  the 
screen  depending  upon  the  informa¬ 
tion  specified  on  the  Run-Time  In¬ 
formation  Screen. 
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CLINICAL  RECORDS  REPORTS 


Clinical  Records  Reports  are  printed  upon  re¬ 
quest.  To  access  this  function,  enter  2  and 
press  Return  on  the  User  Entry  Menu.  The  Clini¬ 
cal  Record  Reports  Selection  Screen  is  dis¬ 
played.  Reports  are  selected  by  entering  the 
number  to  the  left  of  the  Report.  For  each  re¬ 
port  selected,  a  run-time  information  screen  is 
displayed,  which  enables  you  to  specify  run-time 
parameters. 

CR  reports  include  the  following: 


1.  Roster  of  Delinquent  Records.  This  report 
lists  records  that  have  not  been  completely 
processed  in  Clinical  Records  within  the 
time  limit  set  by  the  MTF,  and  which  are 
therefore  delinquent. 


2.  Clinical  Records  Released  to  A  AD.  This  re¬ 
port  lists  records  that  have  been  returned 
to  A&D  for  processing. 


Samples  of  these  reports,  and  others,  are  shown 
in  the  AQCESS  Trainer  Guide. 


16.1  TO  PRINT  A  CR  REPORT 

o  Enter  2  and  press  Return  on  the  User 
Entry  Menu  Screen. 
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The  Clinical  Records  Report  Selection  Screen 
is  displayed.  The  cursor  is  at  ENTER 


SELECTION. 


o  Enter  the  number  of  the  report  you  wish 
to  print  or  view  and  press  Return. 


The  Report  Run-Time  Information  Screen  for  the 
report  you  selected  is  displayed.  The  cursor 
is  at  the  first  field  required  to  specify  the 
report  parameters. 


o  To  print  the  report,  enter  the  number  of 
copies  you  wish  to  print  at  the  PRINTER 
COPIES  field. 


Note:  To  regenerate  the  previous  (last 
printed)  report,  enter  R  followed 
by  the  number  of  copies. 


o  To  display  the  report  on  the  screen, 
leave  the  PRINTER  COPIES  field  blank,  and 
press  Return. 


The  cursor  moves  to  the  next  field  for  you  to 
specify  parameters. 
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o  Continue  to  complete  the  report 
specifications. 


Note:  These  specifications  may  include 
report  date,  or  starting  date  and 
ending  date  to  specify  a  time 
period. 


\  _ _ 

When  all  applicable  fields  are  complete 
the  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to  print 
or  display  the  report. 


The  report  is  either  displayed  on  the  screen 
or  printed. 


o  If  displayed  on  the  screen,  press  Return 
to  view  each  subseguent  page  of  the 
report . 

o  Press  Return  on  the  last  page  of  the 
report  to  redisplay  the  CR  Report 
Selection  Screen. 
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16.2  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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send  mail.  You  must  delete 
stored  messages  to  reinstate 
the  capability.  Messages 
which  you  wish  to  save  can 
be  printed  using  the  CTRL  P 
function  at  ENTER  SELECTION. 


To  delete  a  message: 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  1  at  ENTER  SELECTION.  Press 
Return. 


The  message  is  deleted.  The  User  Entry  Menu 
is  displayed. 


To  acknowledge  a  message: 

1.  If  you  wish  to  send  an  acknowledgment  mes¬ 
sage  back  to  the  sender: 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 
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o  Enter  ALL.  Press  Return. 


The  cursor  moves  to  the  TO  field. 


o  Press  Return  until  you  move  the  cursor 
into  the  message  box.  Enter  the  mes¬ 
sage.  Press  Entry  Done  when  the  message 
is  complete. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Enter  2  at  ENTER  SELECTION.  Press  Retur 


Note:  If  you  wish  to  acknowledge 
the  message  and  also  delete 
it  from  your  mailbox,  enter 
3  at  ENTER  SELECTION. 


The  system  will  send  the  acknowledgment  mes¬ 
sage  to  the  sender.  The  User  Entry  Menu 
screen  is  displayed.  The  cursor  is  at  ENTER 


SELECTION. 


2.  If  you  wish  to  acknowledge  receipt  of  a 
message  but  you  do  not  want  to  send  a  new 
message  back  to  the  original  sender: 
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The  selected  Mailbox  Message  5creen  is  dis 
played.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  2  at  ENTER  SELECTION.  Press  Retur 


Note:  If  you  wish  to  acknowledge 
the  message  and  also  delete 
it  from  your  mailbox,  enter 
3  at  ENTER  SELECTION. 


The  system  will  send  an  acknowledgment  to  the 
sender.  The  User  Entry  Menu  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 
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1.5  GLOSSARY  OF  TERNS 

A AD 

Admission  and  Disposition.  The 
AQCESS  subsystem  that  processes 
patient  administration  informa¬ 
tion. 

Ad  Hoc 

Ad  Hoc  Report  Generator 

subsystem. 

A&S 

Appointing  and  Scheduling  Module 
of  the  Outpatient  Encounter 
subsystem. 

AQCESS 

Automated  Quality  of  Care  Evalu¬ 
ation  Support  System. 

Character 

Any  letter,  number,  symbol,  or 
space  in  a  field. 

CR 

Clinical  Records.  The  AQCESS 
subsystem  that  processes  clini¬ 
cal  records  information. 

Codes 

Characters  which  are  abbrevia¬ 
tions  for  words.  For  example, 
"s"  might  designate  marital 
status  of  single. 

Coaputer 

A  device  capable  of  accepting 
data  (input),  applying  pre¬ 
scribed  processes  (program)  to 
the  data,  and  supplying  the 
results  of  these  processes  as 
meaningful  information  (output). 
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Computer  A  computer's  mechanical,  magne- 

Hardware  tic,  electronics,  and  electrical 

equipment . 

Coaputer  The  device  with  which  data  is 

Terainal  input  or  output.  It  consists  of 

a  keyboard  and  Cathode  Ray  Tube 
(CRT). 

CRT  Cathode  Ray  Tube.  The  screen  or 

display  unit  on  a  computer 
terminal  which  resembles  a 
television. 

Cursor  The  blinking  rectangle  used  on 

the  CRT  screen  to  mark  the  cur¬ 
rent  position  on  the  screen 
where  data  can  be  entered  or  a 
selection  made. 

Data  A  collection  of  facts  or 

figures.’ 

Database  A  collection  of  data. 

Data  entry  A  screen  on  which  data  is  input. 

screen 

Default  A  selection  made  automatically 

by  the  system  when  no  explicit 
choice  is  specified  by  the  user. 

DoD  Department  of  Defense. 

Down  The  condition  in  which  the 

computer  is  not  operational. 
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Edit 


Enter 


Field 


Input 


Keyboard 


Label 


Menu  Screen 


MSA 

MTF 


Numeric 


Computer  activities  that  check 
input  for  validity  and 
consistency. 

The  process  by  which  information 
is  transmitted  to  the  computer 
through  a  terminal. 

The  various  areas  of  the  screen 
that  always  contain  the  same 
type  of  information  (e.g.f  the 
NAME  field.) 

The  transfer  of  data  into  the 
computer.  The  data  to  be 
processed. 

The  rows  of  keys  attached  to  the 
CRT,  used  to  communicate  data  to 
the  computer. 

The  pieces  of  information  on  a 
screen  that  identify  the  data  to 
be  entered  in  a  field. 

A  screen  which  allows  you  to 
select  from  a  list  of  processing 
options. 

Medical  Services  Accounting 
subsystem. 

Medical  Treatment  Facility;  a 
military  hospital. 

Pertaining  to  a  character  set 
that  contains  numbers  only. 
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On-line 

Output 

Password 

Printer 

QA 

Required 

Yield 

Screen 


The  state  in  which  a  terminal 
can  be  used  to  send  information 
to  or  receive  information  from 
the  computer. 

Information  produced  by  a  compu¬ 
ter  in  a  readable  form  guch  as  a 
printed  report  or  information  on 
a  display  screen. 

A  confidential  code  that  allows 
access  to  the  computer  system. 
Passwords  are  part  of  a  security 
system  that  allows  only  author¬ 
ized  personnel  access  to  the 
system. 

The  equipment  used  to  print  mes¬ 
sages,  forms,  labels,  and 
reports. 

Quality  Assurance.  The  AQCESS 
subsystem  that  processes  quality 
assurance  information. 

A  field  on  a  screen  where  data 
must  be  entered. 

The  display  surface  of  a  termi¬ 
nal  or  the  information  on  the 
terminal. 
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Sign-on 


Software 


Submenu 

Up 


Update 


User 


The  identification  process  that 
a  user  performs  to  begin  work 
with  a  computer  system.  In 
AQCES5,  sign-on  consists  of  a 
user  ID  and  a  password.  These 
are  assigned  by  the  system 
manager. 

A  set  of  computer  programs,  pro¬ 
cedures,  rules,  and  documenta¬ 
tion  recorded  in  the  computer's 
memory  that  operates  and  directs 
the  use  of  the  computer 
hardware. 

A  menu  found  on  the  bottom  of  a 
data  entry  screen  that  lists  the 
other  options  for  that  screen. 

The  condition  in  which  the  com¬ 
puter  is  operational. 

Changing  data  after  it  is  stored 
in  the  system. 

One  who  uses  the  computer  system 
on  a  day-to-day  basis. 
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1.6  CHECKPOINT 

Your  reading  of  Section  1,  Introduction,  pro¬ 
vides  a  basic  understanding  of  AQCESS.  Use  the 
questions  listed  below  to  check  your  progress. 
If  you  cannot  readily  answer  a  question,  review 
the  pertinent  subsection.  Verify  your  answers 
by  checking  those  shown  on  the  next  page. 

1.  List  the  seven  subsystems  that  process 
AQCESS  information. 


2.  Generally  describe  the  kind  of  information 
that  is  processed  by  these  subsystems. 


3.  How  does  AQCESS  use  menu  and  data  entry 
screens  to  help  you  organize  information 
that  is  to  be  entered? 


( 
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4.  How  do  you  get  data  in  AQCESS: 


5.  How  does  AQCESS  ensure  that  entered  data  is 
accurate  and  sensible? 


6.  Identify  the  terminal  "Keys"  listed  on  the 
right  that  should  be  used  to  accomplish  the 
"Action"  listed  at  the  left.  Mark  your 
answer  in  the  space  provided. 


Action 

You  want  to  know  the 
valid  entries  for  a  field. 

You  want  to  delete  infor¬ 
mation  from  a  field  in 
which  it  has  been  stored. 

You  made  a  typo  and 
want  to  correct  it. 

You  have  finished  all 
required  entries  on  a 
screen  and  want  to  store 
the  information. 


Ke^s 

a.  Clear 
Data 

b.  Delete 

c.  Entry 
Done 

d.  Return 

e.  Explain 
Error 

f.  Help 


You  need  additional  in¬ 
formation  to  correct  an 
error  condition. 


} 
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CHECKPOINT  ANSWERS 

1.  List  the  seven  subsystems  that  process 
AQCESS  information. 

Admission  &  Disposition,  Quality  Assurance. 
Clinical  Records,  System  Management,  Medical 
Service  Accounting,  the  Appointing  and  Sche¬ 
duling  Module  of  the  Outpatient  Encounter, 
and  the  Ad  Hoc  Report  Generator. 

2.  Generally  describe  the  kind  of  information 
that  is  processed  by  these  subsystems. 

patient  registration,  admission,  disposition 
info;  quality  of  care  info;  provider  profile 
and  performance;  resource  use. 

3.  How  does  AQCESS  help  you  organize  informa¬ 
tion  that  is  to  be  input? 

Menu  screens  enable  you  to  choose  a  particu¬ 
lar  processing  function.  Data  entry  screens 
and  related  screen  segments  collect  informa¬ 
tion  for  that  function  in  a  sequence  that  is 
logical  and  that  facilitates  information 
storage  and  reporting. 

4.  How  does  AQCESS  acguire  its  information? 

Information  is  input  into  a  computer  ter- 
minal. 


r' 
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5.  How  does  AQCESS  ensure  that  its  information 
is  accurate  and  sensible? 


Validity  edits  check  data  as  it  is  input. 


You  are  notified  of  an 

invalid  entry  by  a 

beep  and  a  messaqe  that 

describe  the  error 

condition.  Consistency 

edits  check  to  see 

that  the  relationships  between  data  entered 

in  different  fields  is 

valid.  If  an  entry 

in  one  field  is  incompatible  with  an  entry 

in  another  field,  an 

error  messaqe  is 

displayed. 
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6.  Identify  the  terminal  "Keys"  listed  on  the 
right  that  should  be  used  to  accomplish  the 
"Action"  listed  at  the  left.  Hark  your 
answer  in  the  space  provided. 


Action 

Ke^ 

£ 

f 

You  want  to  know 

a. 

Clear 

the  valid  entries 

Data 

for  a  field. 

b. 

Delete 

.  c. 

Entry 

a 

You  want  to  delete 

Done 

infomation  from  a 

d. 

Return 

field  in  which  it 

e. 

Explain 

has  been  stored. 

f. 

Error 

Help 

b 

_  You  made  a  typo  and 

want  to  correct  it. 

d 

You  have  finished 

all  required  entries 
on  a  screen  and  want 

to  store  the  infor¬ 
mation. 

e 

You  need  additional 

information  to  cor¬ 
rect  an  error  condi¬ 
tion. 
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2.  OVERVIEW 


The  Quality  Assurance  process  enables  the 
quality  of  care  indicators  of  treatment  pro¬ 
vided  at  the  MTF  to  be  monitored.  Much  of 
the  information  required  to  do  this  is  col¬ 
lected  through  Admission  and  Disposition  on 
Clinical  Records. 


The  QA  function  has  seven  processes: 


0  INPATIENT  OCCURRENCE  SCREENING 

Inpatient  Occurrence  ID  Screen  -  used  to 
enter  valid  register  number  identifying  the 
patient  to  be  screened. 

Inpatient  Occurrence  Screening  Checklist  - 
used  to  answer  all  the  questions  in  the 
checklist  on  inpatient  occurrences  for  each 
patient  record. 

Inpatient  Screening  Audit  -  used  to  enter 
information  concerning  the  review  of  the 
case  and  to  track  the  review  and  record  the 
recommendations  and  actions  taken. 

E  EMERGENCY  SERVICES  OCCURRENCE  SCREENING 

Emergency  Service  PTID  Screen  -  used  to 
identify  the  Emergency  Service  patient 
episode  to  be  screened. 
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Emergency  Service  Candidate  List  Screen  - 
used  to  identify  the  patient  whose  emer¬ 
gency  room  data  you  wish  to  review. 

Emergency  Service  Episode  List  Screen  - 
used  to  identify  list  of  emergency  room 
episodes  for  the  selected  patient. 

Emergency  Service  Occurrence  Screening 
Checklist  -  used  to  collect  the  answers  to 
the  screening  checklist  guestions. 

Emergency  Service  Screening  Audit  -  used  to 
enter  information  concerning  the  review  of 
the  case,  to  track  the  review,  and  to  re¬ 
cord  the  recommendations  and  the  actions 
taken . 


I  INCIDENT  REPORTING 

Incident  ID  Screen  -  used  to  enter  valid 
log  number  identifying  the  incident  to  be 
processed. 

Incident  Log  Screen  -  used  to  enter,  up¬ 
date,  or  review  information  on  the 
incident . 


P  PROBLEM  AUDIT  TRACKING 

Problem  ID  Screen  -  used  to  enter  a  valid 
problem  number  identifying  the  problem  to 
be  processed. 

Problem  Audit  Screen  -  used  to  enter , 
update,  or  review  data  on  the  problem. 
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M  OCCURRENCE  SCREENING  QUESTION  MAINTENANCE 

Question  Maintenance  ID  Screen  -  used  to 
indicate  whether  the  Inpatient  or  Emergency 
Services  Checklist  is  to  be  changed. 

.Occurrence  Screening  Question  Maintenance 
-~ef-n  '  used  to  enter  the  number  of  the 
question  to  be  added  or  changed,  and  to 
perform  these  changes,  if  applicable. 

A  AUTO  EDIT  FOR  APPROVED  CR  RECORDS/BATCH  POST 
KDIC*.  RECORD  DELINQUENCIES  -  usT™ 
tiate  an  edit  of  records  that  have  been  pro¬ 
cessed  in  QA  Occurrence  Screening  but  that 
have  not  been  approved  in  Clinical  Records. 
At  the  same  time,  Medical  Record  Delinquen- 
cies  are  posted  to  the  provider  profiles. 
(No  screen  is  displayed.) 


R  REPORTS  -  used  to  choose  and  print  QA 
reports.  K  u 
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f  I QUAUTY  ASSURANCE 


QA  MAIN  ICNU 


DATE 


TIM 


THE  CAPABIL 1  TIES  AVILA8LE  10  YOU  AM: 

0  -  INPAI IENI  OCCURRENCE  SCREENING 

E  -  EMERGENCY  SERVICES  OCCURRENCE  SCREENING 

I  -  INCIDENT  REPORTING 

P  -  PROBLEM  AU01T  TRACK  INC 

M  -  OCCURRENCE  SCREENING  QUESTION  MAINTENANCE 

A  -  AUTO  COITS/DCIINQUCNCV  POSTINC  EOR  CR 

R  -  REPORTS 


^ENTER  SELECTION: 


J 


FIGURE  3.1  QUALITY  ASSURANCE  MENU  SCREEN 
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3.  QUALITY  ASSURANCE  tCNU  SCREEN 

ACCESS  Enter  Q  (Quality  Assurance)  and 

press  Return  on  the  User  Entry 
Menu  Screen  to  display  the  Quality 
Assurance  Menu  Screen. 

The  QA  Menu  Screen  allows  you  to 
select  and  access  QA  processes. 

The  screen  lists  the  selection  of 
QA  processes: 

0  -  Inpatient  Occurrence  Screening 

E  -  Emergency  Services  Occurrence 
Screening 

I  -  Incident  Reporting 

P  -  Problem  Audit  Tracking 

M  -  Occurrence  Screening  Question 
Maintenance 

A  -  Auto  Edit/Del inguent  Posting 
for  CR 

R  -  Reports 

OPTIONS  Select  any  process  listed  on  the 

menu  by  entering  the  corresponding 
letter.  When  Return  is  pressed 
without  making  a  selection,  the 
User  Entry  Menu  is  displayed. 


PURPOSE 

DESCRIPTION 
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3.1  TO  ACCESS  QUALITY  ASSURANCE  PROCESSES 


o  Enter  Q  -  Quality  Assurance  on  the  User 
Entry  Menu  and  press  Return. 


The  QA  Menu  Screen  is  displayed.  The  cursor 
is  at  ENTER  SELECTION. 


o  Enter  the  desired  selection.  Press 
Return. 


The  selected  QA  screen  is  displayed. 


Note:  If  you  select  A,  no  screen 
will  be  displayed  because 
this  is  an  edit  function. 


o  Refer  to  the  subsequent  sections  of  this 
Training  Aid  for  detailed  procedures  and 
information  on  each  of  the  QA  processes. 
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3.2  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  HE.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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\ 

QUALITY  ASSURANCE  DATE  _  TIME  _ 

PERSONAL  OATA  -  PRIVACY  ACT  Of  1974 
INPATIENT  OCCURRENCE  SCREENING  CHECKLIST 

REG  NO  _  NAME  _  CMP  SSN  _ 

DISC  OATE  _  PROVIOER:  PRIM  •  SPEC  _ DATE  ENTO  _ 

(The  above  data  defaults  from  CR) 

N0R  OE SCRIPT  ION  y  'N 

#1  ADMISSION  FOR  CONOITION  WHICH  MAY  REPRESENT  COlPLICATION 
OF  PREVIOUS  OUTPATIENT  TREATMENT 

#2  RE ADMISSION  WITHIN  6  MONTHS  FOR  CONOITION  WHICH  IS  POSSIBLY 

A  COMPLICATION  Of  PREVIOUS  TREATMENT 

#3  DRUG  OR  TRANSFUSION  REACTION 

#4  UNEXPECTED  TRANSFER  FROM  GENERAL  CARE  BED  TO  SPECIAL  CARE  BED 

(There  are  IQ  DQO  required  occurrences  and  space  to  add  6  MTF  specific  ite«s) 


1  -  *CXT  PAGE 


2  -  PREVIOUS  PAGE  3  -  PERFORM  AUDIT 


ENTER  SELECTION: 

~  A  MEDICAL  QA  OOCU»€NT.  DO  NOT  OISCLOSE  WITHOUT  APPROVAL  OF  MTF  COLANDER.  -- 


J 


FIGURE  4.1  INPATIENT  OCCURRENCE  SCREENING 
CHECKLIST 
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4.  INPATIENT  OCCURRENCE  SCREENING 


ACCESS  Select  0  on  the  QA  Menu  Screen  to 

access  the  Inpatient  Occurrence 
Screening  process.  Press  Return. 


PURPOSE  Inpatient  Occurrence  Screening  en¬ 

ables  you  to  enter  the  physician's 
response  to  each  affirmative  oc¬ 
currence  included  in  the  Inpatient 
Occurrence  Screening  Checklist. 
These  occurrence  items  must  be 
answered  for  patient  episode. 
Once  the  checklist  is  completed, 
all  positive  occurrences  must  be 
sent  for  review.  The  Inpatient 
Occurrence  Screening  Checklist 
Screen  enables  you  to  select  the 
Perform  Audit  option  and  display 
the  Audit  screen  (Figure  4-2). 
The  Audit  screen  enables  you  to 
track  the  review  process  and  docu¬ 
ment  actions  taken.  If  the  varia¬ 
tion  is  provider  related  it  will 
be  posted  to  the  provider.  The 
checklist  can  be  completed  while 
the  patient  is  still  in  the  hospi¬ 
tal  and  the  review  process  can  be 
initiated.  The  checklist  contains 
a  set  of  standard  MTF  occurrence 
questions  and  may  include  addi¬ 
tional  questions  specific  to  your 
MTF. 
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DESCRIPTION 


OPTIONS 


Inpatient  Occurrence  Screening 
uses  three  screens:  the  Inpatient 
Occurrence  ID  Screen,  the  Inpa¬ 
tient  Occurrence  Screening  Check¬ 
list,  and  the  Inpatient  Screening 
Audit. 


Use  NEXT  PAGE  and  PREVIOUS  PAGE  to 
display  pages  of  the  checklist  for 
viewing  or  updating.  Use  PERFORM 
AUDIT  to  display  the  audit 
screens. 
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4.1  TO  COMPLETE  INPATIENT  OCCURRENCE  SCREENING 
CHECKLIST  FOR  A  PATIENT  EPISODE 


o  Select  0  on  the  QA  Menu.  Press  Return. 


The  Inpatient  Occurrence  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  REG  NO. 


o  Enter  the  patient's  REG  NO.  Press 
Return. 


The  Inpatient  Occurrence  Screening  checklist 
is  displayed.  The  PROVIDER:  PRIM  field  is 
defaulted  from  the  Primary  Admission  data  or 
the  Clinical  Record.  If  the  patient  is 
dispositioned,  the  DISC  DATE  field  will  be 
filled.  The  cursor  is  positioned  at  SPEC. 


o  If  the  provider  has  only  one  clinical 
specialty,  the  SPECIALTY  field  is  filled 
in  and  should  be  appropriate  for  the  pa¬ 
tient's  clinical  service.  Press  Return 
to  move  to  the  next  field. 


o  If  the  provider  has  more  than  one  spec¬ 
ialty,  the  SPECIALTY  field  will  be 
blank.  With  the  cursor  at  SPECIALTY, 
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press  HELP  to  display  the  clinical  spec¬ 
ialties  that  are  listed  for  the  provi¬ 
der.  Enter  the  appropriate  clinical 
specialty  code  for  this  patient's 
clinical  service.  Press  Return. 

Note:  If  the  Clinical  Record  is 
approved,  the  answer  field 
for  each  occurrence  question 
will  be  defaulted  to  N,  ex¬ 
cept  for  occurrence  ques¬ 
tions  that  are  defaulted  to 
Y  based  on  CR  data. 


o  Enter  the  short  name  of  the  secondary 
provider.  Press  Return. 


The  cursor  moves  to  the  first  item  in  the 
checklist. 


Note:  To  complete  the  checklist, 
transfer  the  responses  from 
the  completed  manual  Occur¬ 
rence  Screening  Checklist. 


o  Type  Y  to  each  question  that  warrants  a 
"Yes"  answer.  Press  Return  to  confirm 
the  default  N  for  each  answer  that  is 
"No." 


1.0 


4-6 


SEPT  1985 


QUALITY  ASSURANCE  TRAINING  AID 


Note:  Use  the  HELP  feature  to  dis¬ 
play  the  exceptions  to  yes 
answers  for  each  question 
for  which  there  is  exception 
criteria. 


Once  an  answer  is  entered,  the  cursor  moves 
automatically  to  the  next  question. 


o  Continue  entering  Y  or  N  in  response  to 
each  question  on  the  screen. 


Note:  Any  Y  response  will  cause 
the  record  to  appear  on  the 
audit  pull  li3t. 


o  When  you  have  entered  a  response  to  all 
of  the  checklist  questions  on  the  page, 
press  Return  to  move  the  cursor  to  ENTER 
SELECTION. 


If  you  have  answered  N  to  every  question  on  this 
page: 


The  system  displays  the  message  ALL  QUESTIONS 
ANSWERED  NEGATIVE.  ENTER  Y  IF  CORRECT: 
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o  Enter  Y  to  default  the  answers  to  the 
questions  listed  on  the  following  pages 
of  the  Screening  Checklist  to  N. 


o  Enter  N  if  there  are  questions  listed  on 
the  remaining  pages  of  the  checklist 
that  require  a  Y  answer. 

If  you  have  answered  Y  to  any  of  the  questions 
or  answered  N  to  the  system  message  described 
above: 


o  Enter  1  at  ENTER  SELECTION  to  access  the 
next  page  of  checklist  questions. 


Note:  Use  Options  1  and  2  to  page  back 
and  forth  through  the  checklist. 


After  the  last  question,  the  cursor  moves  to 
ENTER  SELECTION. 


o  Press  Return  to  store  the  checklist 
data. 


The  Inpatient  Occurrence  Screening  ID  screen 
is  displayed.  The  cursor  is  positioned  at  REG  I 
NO. 
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o  If  you  wish  to  screen  another  patient, 
enter  the  patient's  register  number. 


o  To  view  the  QA  Menu,  press  Return. 


4.2  TO  REVIEW  OR  UPDATE  THE  OCCURRENCE 
SCREENING  FOR  AN  EXISTING  INPATIENT 
EPISOOE 


o  Enter  0  from  the  QA  Menu.  Press  Return. 


The  Inpatient  Occurrence  ID  screens  dis¬ 
played.  The  cursor  is  at  REG  NO. 


o  Enter  the  REG  NO  to  identify  the  record. 
Press  Return. 


The  Inpatient  Occurrence  Screening  Checklist 
is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


o  AT  ENTER  SELECTION,  enter  1  and  Return 
to  view  each  page  of  the  Occurrence 
Screening  Checklist. 
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o  To  update  a  response,  enter  number  sign 
and  then  the  number  (e.g.,  #14)  of  the 
occurrence  question  for  which  you  wish 
to  enter  a  response.  (Or  enter  ALL  to 
move  to  each  question.) 


The  cursor  moves  to  the  answer  field  of  the 
question  you  have  selected. 


o  Enter  the  updated  answer  (Y/N).  Press 
Return. 


Note:  Yes  answers  defaulted  from  CR 
cannot  be  changed  to  No. 


When  the  update  is  made,  the  cursor  moves  to 
ENTER  SELECTION. 


o  Press  Return  to  store  the  update. 


The  Inpatient  Occurrence  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  REG  NO. 


o 

o  Press  Return  to  view  the  Quality 
Assurance  Menu. 
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4.3  TO  PERFORM  AN  AUDIT  ON  ALL  "YES" 
OCCURRENCES 

o  Enter  0  on  the  QA  Menu.  Press  Return. 


The  Inpatient  Occurrence  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  REG  NO. 


o  Enter  the  REG  NO  to  identify  the  record. 
Press  Return. 


The  Inpatient  Occurrence  Screening  Checklist 
is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


Enter  3  to  select  PERFORM  AUDIT.  Press 
Return. 


The  Inpatient  Screening  Audit  segment  is  dis¬ 
played.  The  NBR  DESCRIPTION  field  displays 
the  text  of  the  first  question  in  the  check¬ 
list  that  was  answered  Yes.  The  cursor  is  at 
the  COMMENT  field. 


o  Enter  free  text  further  specifying  the 
occurrence  as  it  relates  to  the 
patient.  Press  Return. 
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3UALIIV  ASSURANCE  DATE  _ 

PERSONAL  OAIA  -  PRIVACY  AC1  Or  *974 
INPAI IENI  OCCURRENCE  SCREENINC  CHECKLIST 

REG  NO  _  NAEC  _  fMP 

DISC  DATE  _  HCPi  PRIM _  SPEC  _ DATE  ENTD 

(The  above  data  defaults) 

NOR  DESCRIPTION 
l_  _ 

CQMKCNT  _ 

REVIEW  LEVEL  DATE  OUT 

«1  _ 

#2  _ 

#J  _ 

VARIATIONS  POSTED  TO  PROVIOERSi 
PROVIDERS'  SPECIALTTi 


ENTER  SELECIIQNt 

—  *  TCOICAE  QA  OOCLRCNT.  00  Wt  OISCLOSE  WITHOUT  APPROVAL  Of  Mir  COMNANOER. 


FIGURE  4.2  AUDIT  SCREEN 
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The  cursor  moves  to  the  REVIEW  LEVEL  #1  DATE 
OUT  field. 


o  Enter  the  date  the  record  is  being  sent 
to  the  review  committee  and  press  Return. 


The  cursor  moves  to  DATE  DUE. 


o  Enter  the  date  the  review  is  due  and 
press  Return. 


Note:  The  DATE  DUE  cannot  be  prior  to 
the  DATE  OUT. 


The  cursor  moves  to  DATE  IN. 


Note:  DATE  IN  cannot  be  completed 
until  the  record  is  reviewed 
and  returned  to  the  QA 
office. 


o  Press  Return  to  move  the  cursor  to  the 
next  field:  ACTION  CODE. 
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The  cursor  moves  to  the  first  field  of  the 
four  digit  ACTION  CODE. 


Note:  The  ACTION  CODE  is  made  up  of 
four  separate  one-character 
fields.  Use  HELP  for 

descriptions  of  the  field 
requirements. 


o  Enter  the  first  digit  of  the  code  indi¬ 
cating  where  the  record  is  to  be  sent  for 
review..  Use  HELP. 


The  cursor  moves  to  the  second  field  of  the 
ACTION  CODE. 


Note:  The  remaining  three  fields 
that  make  up  the  ACTION  CODE 
cannot  be  completed  until  the 
record  is  back  from  review. 


o  Enter  Entry  Done  to  move  the  cursor  to 
ENTER  SELECTION. 


o  Press  Return  to  display  the  next  audit  '• 
question  in  the  NBR  DESCRIPTION  field. 
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The  NBR  DESCRIPTION  field  displays  the  next 
Yes  question  to  be  audited.  The  cursor  is  at 
Review  Level  DATE  OUT. 


o  Repeat  this  process  for  each  Yes 
occurrence. 

o  When  you've  completed  audit  information 
for  each  Yes  occurrence,  press  Return  at 
ENTER  SELECTION. 


The  Inpatient  Occurrence  Screening  Checklist 
is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


o  Press  Return  to  store  the  data. 


The  Inpatient  Occurrence  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  REG  NO. 


o  Press  Return  to  view  the  QA  Menu. 


4.4  TO  COMPLETE  THE  AUDIT  INFORMATION  AFTER 
REVIEW 


o  Enter  0  on  the  QA  Menu.  Press  Return. 
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The  Inpatient  Occurrence  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  REG  NO. 


o  Enter  the  patient's  REG  NO.  Press 
Return. 


The  Inpatient  Occurrence  Screening  Checklist 
is  displayed.  The  cursor  is  at  ENTER 


SELECTION. 


o  Enter  option  3  to  Perform  Audit.  Press 
Return. 


The  Inpatient  Screening  Audit  Segment  is  dis¬ 
played  with  the  first  Yes  question  from  the 
checklist  displayed  in  the  N8R  DESCRIPTION 
field.  The  cursor  is  at  ENTER  SELECTION. 


o  To  complete  the  DATE  IN  field,  enter  the 
REVIEW  LEVEL  #  and  press  Return  to  move 
the  cursor  to  DATE  IN. 


o  Enter  the  date  that  the  record  was  re¬ 
turned. 
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Note:  The  DATE  IN  cannot  be  prior  to  the 
DATE  OUT.  Press  Return. 


The  cursor  moves  to  the  first  field  of  the 
ACTION  CODE.  The  first  field  of  the  ACTION 
CODE  is  completed. 


o  Press  Return  to  move  the  cursor  to  the 
next  field. 


o  Enter  the  code  for  provider-related  deci¬ 
sion  as  indicated  by  the  review  of  the 
record. 


Note:  If  the  record  was  reviewed 

but  the  outcome  is  not  clear, 
or  no  decision  was  reached, 
the  record  must  be  sent  to 
the  next  appropriate  review 
level.  Complete  the  REVIEW 
LEVEL  n  fields. 


The  cursor  moves  to  the  third  field  of  the 
ACTION  CODE:  Recommendation. 


o  Enter  the  code  for  the  measures  taken  as 
indicated  by  the  review. 
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The  cursor  moves  to  the  last  field  of  the 
ACTION  CODE:  Post  to  Provider  Profile. 


o  Enter  the  code  to  indicate  whether  or  not 
the  occurrence  is  to  be  entered  in  the 
provider's  profile. 

NOTE:  If  you  enter  Y,  you  must  specify  the  pro¬ 
vider^)  whose  profile  is  to  be  updated. 
This  variation  is  to  be  posted  to  the 
profile. 


o  Press  Return  repeatedly  to  move  the  cur¬ 
sor  to  the  VARIATIONS  POSTED  TO  PROVIDER 
field.  Enter  the  provider  to  whose  pro¬ 
file  the  variation  is  to  be  posted.  Up 
to  five  providers  can  be  entered.  As  you 
press  Return  after  each  provider  is  en¬ 
tered,  the  specialty  code  will  be  dis¬ 
played  on  the  line  directly  below  the 
provider  jJL  that  provider  has  only  one 
specialty. 

If  the  provider  has  two  or  more  special¬ 
ties,  the  specialty  code  must  be  entered 
for  each  provider  on  the  line  directly 
below  the  provider.  Use  HELP  to  display 
the  specialty  codes  for  each  provider. 
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When  all  of  the  occurrences  have  been  com¬ 
pleted  on  the  Audit  Screen,  the  Inpatient 
Occurrence  Screening  Checklist  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  Press  Return  to  store  the  completed  audit 
information  and  post  validated  variations 
to  the  Provider  Profiles  as  indicated. 


The  Inpatient  Occurrence  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  REG  NO. 


o  To  complete  the  audit  for  another  patient 
occurrence,  enter  the  register  number. 

o  To  return  to  the  QA  Menu,  press  Return  at 
REG  NO  on  the  Inpatient  Occurrence  ID 
Screen. 


4,5  TO  VIEW  OR  CHANGE  AUDIT  INFORMATION 


o  Enter  0  on  the  QA  Menu  Screen  and  press 
Return. 


The  Inpatient  Occurrence  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  REG  NO. 
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o  Identify  the  patient  occurrence  by  REG  NO 
and  press  Return. 


The  Inpatient  Occurrence  Checklist  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 

o 

Enter  3  -  PERFORM  AUDIT.  Press  Return. 

The  Audit  Screen  from  the  first  audited  Yes 
answer  is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 

o 

Press  Return  to  display  subsequent  audit 
pages  corresponding  to  each  Yes 
occurrence.  The  cursor  remains  at  ENTER 
SELECTION. 

0 

To  change  or  update  information,  type 
#,  followed  by  the  REVIEW  LEVEL  number 
(e.g.,  #2).  Press  Return. 

The  cursor  moves  to  the  DATE  OUT  field  in  the 
selected  Review  Level. 

o  Press  Return  to  move  the  cursor  to  the 
field  you  wish  to  update. 
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o  Enter  the  new  information.  Press  Entry 
Done  to  move  the  cursor  to  EN1ER 
SELECTION. 


E 

information  is  updated. 

o  Press  Return  to 

store 

the 

updated 

information. 

The 

cursor  is  at  ENTER  SELECTION. 

o  Press  Return  to 

view 

the 

Quality 

Assurance  Menu. 

The 

cursor  is  at  REG  NO. 

o  To  return  to  the  QA  Menu,  press  Return. 
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4.6  POINTS  TO  REMEMBER 


1.  If  the  discharge  DISC  DAIE  field  is  blank  on 
the  Inpatient  Occurrence  Screening  Check¬ 
list,  the  patient  is  not  dispositioned.  The 
clinical  record  has  not  been  approved.  The 
checklist  can  be  started  and  the  audit  can 
be  initiated  for  any  Yes  occurrence.  How¬ 
ever,  even  though  you  have  entered  data  in 
the  checklist  and  completed  the  audit,  the 
occurrence  will  not  appear  on  the  Occurrence 
Screening  Summary  until  the  clinical  record 
is  approved. 

2.  If  a  date  appears  in  the  DATE  ENTD  field  and 
the  cursor  is  at  ENTER  SELECTION,  the  occur¬ 
rence  checklist  has  been  previously  accessed 
and  stored. 


4.7  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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5.  EMERGENCY  SERVICE  OCCURRENCE  SCREENING 


ACCESS  Enter  E  on  the  QA  Menu  Screen  to 

access  the  Emergency  Service 
Occurrence  Screening  Process. 


PURPOSE  Emergency  Service  Occurrence 

Screening  enables  you  to  complete 
the  Emergency  Service  Occurrence 
Screening  Checklist.  This  is  done 
by  entering  a  physician's  response 
to  a  list  of  occurrence  questions 
regarding  an  emergency  service 
episode.  When  an  occurrence  is 
indicated  as  positive  in  the 
checklist,  a  review  must  be  per¬ 
formed.  The  Emergency  Service  Oc¬ 
currence  Screening  Checklist 
Screen  enables  you  to  select  the 
option  Perform  Audit  to  display 
the  Audit  Screen  (Figure  5-2). 
This  feature  enables  the  tracking 
of  the  audit  process  and  the  auto¬ 
matic  posting  to  the  provider  pro¬ 
file  when  the  variation  is  deter¬ 
mined  to  be  provider  related. 
Also,  patient  episode  histories, 
occurrence  checklists,  and  review 
of  previous  occurrences  can  be 
viewed. 
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DESCRIPTION 


OPTIONS 


The  checklist  contains  a  set  of 
standard  MTF  occurrence  questions 
and  may  contain  numerous  addi¬ 
tional  questions  specific  to  your 
MTF.  The  Emergency  Service  Occur¬ 
rence  Screening  process  uses  five 
screens:  the  Emergency  Service 
PTID  Screen}  the  Emergency  Service 
Candidate  List  Screen;  the  Emer¬ 
gency  Service  Episode  List  Screen; 
the  Emergency  Service  Occurrence 
Screening  Checklist;  and  the 
Emergency  Service  Screening  Audit. 


On  the  Emergency  Service  Occur¬ 
rence  Checklist,  use  NEXT  PAGE  and 
PREVIOUS  PAGE  to  locate  a  response 
to  a  particular  checklist  item. 
Use  PERFORM  AUDIT  to  display  the 
audit  screens  so  that  you  can  ini¬ 
tiate  and  track  the  review 
process. 
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5.1  TO  COMPLETE  THE  EMERGENCY  SERVICES 

CHECKLIST  FOR  AN  EMERGENCY  ROOM  EPISODE 


o  Enter  E  on  the  QA  Menu  Screen.  Press 
Return. 


The  Emergency  Service  PT ID  Screen  is  dis¬ 
played.  The  PATIENT  NAME,  FMP,  and  SSN  must 
be  entered  on  the  PTID  Screen  to  register  an 
emergency  episode.  The  cursor  is  at  ER  LOG 
NO. 


Note:  When  creating  a  new  record, 
do  not  enter  the  ER  LOG  NO  on 
the  PTID  Screen. 


o  Press  Return  to  move  to  the  NAME  field. 

o  Enter  the  patient's  name. 

o  Press  Return  to  move  the  cursor  to  the 
next  field:  FMP. 

o  Enter  the  patient's  FMP. 


The  cursor  moves  to  the  next  field:  SPONSOR'S 
SOCIAL  SECURITY  NUMBER  (SSN). 
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o  Enter  the  sponsor's  social  security 
number.  Press  Return. 


The  cursor  moves  to  SELECTION. 


o  Enter  N  at  SELECTION  to  create  a  new 
patient  record.  Press  Return. 


The  Emergency  Service  Occurrence  Screening 
Checklist  is  displayed.  The  cursor  is  at 
ER  LOG  NO. 


o  Enter  the  ER  LOG  NO  if  the  MTE  uses  a 
manual  system. 


Note:  The  ER  LOG  NO  will  be  dis¬ 
played  here  if  the  MTE  uses 
an  automatic  system. 


o  Press  Return  to  move  to  the  next  field. 


The  cursor  moves  to  the  next  field:  DATE/TIME 
OF  TREATMENT. 
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o  Enter  the  date  and  time.  Press  Return. 


The  cursor  moves  to  the  next  field:  PRVDR  ID 


o  Enter  the  provider's  short  name  or  code. 
Press  Return. 


The  cursor  moves  to  the  first  question  in  the 
checklist.  The  occurrence  questions  are  all 
defaulted  to  N  for  No. 


Note:  The  system  does  not  default 
to  N  for  MTF-specific  occur¬ 
rence  questions. 


o  Press  Return  to  accept  the  default  or 
enter  Y  if  the  answer  should  be  Yes. 


Once  an  answer  is  entered,  the  cursor  moves 
automatically  to  the  next  question. 


o  Continue  entering  Y  or  N  in  response  to 
each  question  on  the  screen. 
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o  When  you  have  entered  a  response  to  all 
of  the  checklist  questions  on  the  page, 
press  Return  to  move  the  cursor  to  ENTER 
SELECTION. 


If  you  have  answered  N  to  every  question  on  this 
page: 


The  system  displays  the  message  ALL  QUESTIONS 
ANSWERED  NEGATIVE.  ENTER  Y  IF  CORRECT: 


o  Enter  Y  to  default  the  answers  to  the 
questions  listed  on  the  following  pages 
of  the  Emergency  Set. ;ce  Occurrence 
Screening  Checklist  to  N. 


o  Enter  N  if  there  are  questions  listed  on 
the  remaining  pages  of  the  checklist  that 
require  a  Y  answer. 


If  you  have  answered  Y  to  any  of  the  questions 
or  answered  N  to  the  syste*  Message  described 
above: 


o  Enter  1  at  ENTER  SELECTION  to  access  the 
next  page  of  checklist  questions. 


Note:  Use  Options  1  and  2  to  page  back  and 
forth  through  the  checklist. 
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After  the  last  question  the  cursor  moves  to 
ENTER  SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to  store 
the  information. 


The  Emergency  Service  PTID  Screen  is  dis¬ 
played.  The  cursor  is  at  ER  LOG  NO. 


o  To  enter  another  ER  episode,  complete  the 
Emergency  Service  PTID  screen  and  repeat 
the  above  procedure. 


o  To  return  to  the  QA  Menu,  press  Entry 
Done  and  Return. 
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\ 

oualiiy  assurance  date  _  iiMt  _ 
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FIGURE  5.2  AUDIT  SCREEN 
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5.2  TO  INITIATE  AN  AUDIT  REVIEW  FOR  EACH 

QUESTION  ANSWERED  'YES'  ON  THE  SCREENING 
CHECKLIST 


o  Enter  E  on  the  QA  Menu  Screen  and  press 
Return. 


o  Enter  the  ER  LOG  NO  on  the  ES  PTID  Screen 
and  press  Return. 


The  Emergency  Occurrence  Screening  Checklist 
is  displayed.  The  Cursor  is  at  ENTER 
SELECTION. 


o  Enter  3  to  perform  an  audit  on  Yes 
occurrences.  Press  Return. 


The  Emergency  Service  Screen  Audit  is  dis¬ 
played.  The  first  occurrence  question  from 
the  checklist  that  was  answered  YES  is  dis¬ 
played  in  the  NBR  DESCRIPTION  field.  The 
cursor  is  at  the  COMMENT  field. 


o  Enter  free  text  to  further  specify  the 
comment  as  it  relates  to  this  patient. 
Press  Return. 
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The  cursor  moves  to  REVIEW  LEVEL  #1  DATE  OUT. 


Note:  REVIEW  LEVEL  #  indicates  the 
number  of  times  the  record 
has  been  reviewed.  The  first 
review  is  level  #1.  If  a 
decision  is  not  reached,  the 
record  will  be  sent  to 

another  review,  and  this  in¬ 
formation  will  be  recorded  at 
Review  Level  #2. 


o  Enter  the  date  the  record  is  to  be  sent 
for  review. 


The  cursor  moves  to  DATE  DUE. 


o  Enter  the  date  the  record  is  due  back. 
Press  Return. 

Note:  The  DATE  DUE  cannot  be  prior  to 
the  DATE  OUT. 


The  cursor  moves  to  DATE  IN.  This  field  is 
completed  when  the  record  comes  back  from 
review. 
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o  Press  Return  to  move  the  cursor  to  the 
first  field  of  the  ACTION  CODE. 


o  Enter  the  code  to  indicate  who  is 
reviewing  the  record.  Use  the  HELP 
Function. 


The  cursor  moves  to  the  next  field  of  the 
ACTION  CODE.  The  remaining  three  fields  of 
the  ACTION  CODE  are  completed  after  review  of 
the  record. 


o  Press  Entry  Done  to  move  the  cursor  to 
ENTER  SELECTION. 


The  text  of  next  Yes  occurrence  to  be  reviewed 
is  displayed  in  the  NBR  DESCRIPTION  field. 

The  cursor  is  at  REVIEW  LEVEL  #1  DATA  OUT 
field. 


o  Repeat  the  above  process  to  enter  audit 
information  for  each  occurrence  question 
answered  Yes. 


Note:  The  Emergency  Service  Occur¬ 
rence  Screening  Audit  Segment 
is  automatically  displayed 
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for  each  subsequent  Yes 
occurrence  question  until 
audit  information  for  all  of 
the  questions  is  completed. 


When  the  Audit  Screen  is  completed  for  the 
last  Yes  occurrence,  the  cursor  moves  to  ENTER 
SELECTION. 


o  To  complete  Emergency  Service  Screening 
for  another  emergency  room  episode,  press 
Return  to  display  the  Emergency  Service 
ID  Screen. 


a  To  exit  Emergency  Service  Screening, 
cancel  out  on  the  Emergency  Service  ID 
Screen. 


5.3  TO  COMPLETE  THE  AUDIT  INFORMATION  AFTER 
THE  REVIEW  PROCESS 

o  Enter  E  on  the  QA  Menu  Screen. 


Quality  Assurance  Emergency  Service  PTID 
Screen  is  displayed.  The  cursor  is  at  ER  LOG 


NO. 
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o  Enter  the  ER  LOG  NO  and  press  Return, 
o  Press  Entry  Done. 


The  cursor  is  at  SELECTION. 


o  Press  Return. 


The  Emergency  Service  Occurrence  Screening 
Checklist  is  displayed.  The  cursor  is  at 
ENTER  SELECTION. 


o  Enter  3  -  PERFORM  AUDIT  to  update  the 
audit  information.  Press  Return. 


The  Audit  Segment  is  displayed.  The  first  Y 
guestion  is  displayed  in  the  NBR  DESCRIPTION 
field.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  #  followed  by  the  number  of  the 
Review  Level  to  be  updated  (e.g.,  #1). 


The  cursor  moves  to  the  DATE  OUT  field. 
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o  Press  Return  twice  to  move  to  DATE  IN. 

o  Enter  the  date  that  review  was  returned 
to  QA.  Press  Return. 

Note:  The  DATE  IN  cannot  be  prior 
to  the  DATE  OUT. 


The  cursor  moves  to  the  first  field  of  the 
ACTION  CODE. 


Note:  Use  the  HELP  function  for 
assistance  in  the  ACTION  CODE 
fields. 


o  Press  Return  to  move  to  the  second  field 
of  the  ACTION  CODE. 


o  Enter  the  PROVIDER-RELATED  CODE  to 
indicate  review  decision.  Press  Return. 


The  cursor  moves  to  third  field  of  the  ACTION 
CODE. 


o  Enter  the  recommendation  for  action. 
Press  Return. 
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The  cursor  moves  to  the  fourth  field  of  the 
ACTION  CODE. 


o  If  the  occurrence  was  provider-related, 
enter  Y  to  post  the  occurrence  to  the 
provider  profile. 


If  Y  was  entered,  a  message  is  displayed: 
SPECIFY  PROVIDER. 


o  Press  Return  repeatedly  to  move  to 
VARIATIONS  POSTED  TO  PROVIDERS. 

o  Enter  the  providers  (up  to  5)  to  whose 
profile  the  variation  is  to  be  posted. 
Press  Return. 


Note:  N  indicates  the  profile  will 
not  be  posted. 


If  more  than  one  question  on  the  checklist  was 
answered  Y,  the  next  audit  screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 
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o  To  enter  the  audit  information  on 
additional  occurrences,  repeat  the  above 
process. 


If  there  are  no  more  Yes  occurrences,  the 
Emergency  Service  Occurrence  Screening  Check¬ 
list  is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


o  Press  Return  to  store  the  information  and 
to  post  the  variation  to  the  provider's 
profile. 


The  Emergency  Services  PTIO  Screen  is  dis¬ 
played.  The  cursor  is  at  ER  LOG  NO. 


o  To  enter  audit  review  tracking 
information  on  another  patient,  type  the 
ER  LOG  NO. 


o  To  return  to  the  QA  Menu  Screen,  press 
Cancel  at  ER  LOG  NO  on  the  Emergency 
Service  PTIO  Screen. 


Note:  The  variation  is  posted  im¬ 
mediately  in  the  provider 
profile. 
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5. A  TO  REVIEW  OR  UPDATE  OCCURRENCE  SCREENING 
ANO  AUDIT  TRACKING  INFORMATION  FOR  PREVIOUS 
EMERGENCY  ROOM  EPISODES 


o  Enter  on  the  QA  Menu  and  press  Return. 


o  Enter  the  information  required  on  the 
EMERGENCY  SERVICE  PTID  Screen  to  identify 
the  patient. 


If  the  patient  has  only  one  episode,  the 
Emergency  Services  checklist  is  displayed. 


If  the  patient  has  had  several  episodes,  the 
Episode  List  is  displayed  to  enable  you  to 
select  the  episode. 


o  Enter  the  number  of  the  episode  you  wish 
to  view  or  screen. 


If  the  information  required  does  not  identify 
a  single  patient  to  the  system,  the  Candidate 
List  Screen  is  displayed.  The  cursor  is 
positioned  at  ENiER  SELECTION. 


1.1 


5-19 


AUG  1986 


1 


QUALITY  ASSURANCE  TRAINING  AID 


o  Select  the  correct  patient.  Enter  the 
number  of  a  patient  from  the  Candidate 
List  and  press  Return. 


The  Emergency  Service  Episode  List  Screen  is 
displayed.  The  list  includes  all  previous 
emergency  room  episodes  for  this  patient.  The 
cursor  is  positioned  at  ENTER  SELECTION. 


o  To  view  information  on  an  episode  from 
the  Episode  List,  enter  the  number 
appearing  to  the  left  of  the  desired 
episode.  Press  Return. 


The  Emergency  Services  Occurrence  Screening 
Checklist  is  displayed.  The  cursor  is  at 
ENTER  SELECTION. 


o  Press  1  and  Return  to  view  each  page  of 
the  Emergency  Service  Checklist  for  the 
episode  that  you've  selected. 


o  To  view  audit  information  on  that  epi¬ 
sode,  enter  3  and  press  Return  at  ENTER 
SELECTION. 
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The  Emergency  Service  Occurrence  Screening 
Checklist  Audit  Segment  is  displayed.  The 
first  occurrence  question  from  the  checklist 
that  was  answered  "Yes"  is  displayed  in  the 
NBR  DESCRIPTION  field. 


o  To  view  the  audit  information  for  each 
subsequent  Yes  occurrence,  press  Return 
to  display  the  next  audit  screen. 


Note:  Audit  information  can  be 
updated. 


After  you  press  Return  on  the  last  audit 
screen,  the  Emergency  Service  Occurrence 
Screening  Checklist  is  displayed.  The  cursor 


is  at  ENTER  SELECTION. 


o  To  exit  the  patient's  record,  press  Re¬ 
turn  at  ENTER  SELECTION. 


o  To  view  another  emergency  service  episode 
for  that  patient,  enter  the  ER  LOG  NO,  or 
press  Cancel  to  view  the  Quality 
Assurance  Menu. 
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5.5  POINTS  TO  REMEMBER 


1.  Inpatient  Occurrence  Screening  can  be  ini¬ 
tiated  while  the  patient  is  scill  an  inpatient. 
In  this  case  the  DISC  DATE  field  is  blank,  indi¬ 
cating  that  the  patient  is  not  dispositioned. 
Therefore,  the  clinical  record  has  not  been  ap¬ 
proved.  The  variation  is  posted  to  the  provider 
but  will  not  appear  on  reports  until  the  clini¬ 
cal  record  is. approved. 

2.  Emergency  Services  is  not  connected  to  the 
inpatient  records. 


5.6  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  6.  INCIDENT  REPORTS 

PROCEDURE  PAGE 


6.1  To  Complete  a  Report  on  an 

Incident.... . :...  6-4 
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6.  INCIDENT  REPORTS 


ACCESS  Enter  I  on  the  QA  Menu  Screen  to 

access  the  Incident  Reporting 
Process. 


PURPOSE  The  Incident  Reporting  Process  en¬ 

ables  you  to  complete  a  report  on 
incidents  that  occur  within  the 
MTF,  for  example,  accidents. 
These  incidents  are  not  necessari¬ 
ly  related  to  patients.  The  pur¬ 
pose  of  incident  reporting  is  to 
help  identify  problems  by  collect¬ 
ing  information  on  similar  inci¬ 
dents.  Information  to  document 
the  incident  i3  entered,  and  can 
be  viewed  and  updated. 

DESCRIPTION  The  Incident  Reporting  Process 
uses  two  screens:  the  Incident  ID 
Screen  and  the  Incident  Log 
Screen . 


OPTIONS  There  are  no  options  in  this 

process. 
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6.1  TO  COMPLETE  A  REPORT  ON  AN  INCIDENT 


o  Enter  I  on  the  QA  Menu  Screen.  Press 
Return. 


The  Incident  ID  Screen  is  displayed.  The 
cursor  is  positioned  at  LOG  NO. 


o  To  enter  information  on  a  new  incident, 
type  NEW.  Press  Return. 


The  Incident  Loq  Screen  is  displayed.  The  LOG 
NO  is  automatically  assigned  and  displayed  by 
the  system.  The  cursor  is  at  DATE/TIME 
OF  INCIDENT. 


o  Write  the  LOG  NO  on  the  hard 
copy  of  the  incident  report  for 
future  reference. 


o  Enter  the  date  and  time  the  incident 
occurred.  Press  Return. 


The  cursor  moves  to  PERSON  INVOLVED:  TYPE. 


NOTE:  Several  fields  allow  you  to  enter 

multiple  responses  or  free  text  in 
single  quotes. 
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o  Enter  the  code  for  the  person  type. 
Press  Return. 


Note:  If  the  person  involved  is  an  in¬ 
patient  you  will  need  the  regis¬ 
ter  number. 


The  cursor  moves  to  NAME. 


o  Enter  the  name  of  the  person  involved. 
Press  Return. 


The  cursor  moves  to  the  FMP  field. 


o  Enter  the  Family  Member  Prefix  of  the 
■  person  involved.  Press  Return. 


The  cursor  moves  to  S5N. 


o  Enter  the  Social  Security  Number  of  the 
person  involved.  Press  Return. 


The  cursor  moves  to  REG  NO. 
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o  Enter  the  Registration  Number  of  the 
person  involved.  Press  Return. 


The  cursor  moves  to  INCIDENT  TYPE. 


o  Enter  one  or  more  1 -character  incident 
codes,  separated  by  commas,  or  up  to  70 
characters  of  free  text  enclosed  in  sin¬ 
gle  quotes  describing  the  incident. 
Press  Return. 


The  cursor  moves  to  LOCATION. 


o  Enter  one  or  more  1 -character  codes 
separated  by  commas,  or  25  characters  of 
free  text  enclosed  in  single  quotes  to 
indicate  the  location  of  the  incident. 
Press  Return. 


The  cursor  moves  to  COMMENT. 


o  Enter  a  comment  of  up  to  70  characters  to 
further  describe  the  incident.  Press 
Return. 


QUALITY  ASSURANCE  TRAINING  AID 


The  cursor  moves  to  PERSONNEL  INVOLVED. 


o  Enter  one  or  more  1 -character  codes  indi¬ 
cating  the  job  classification  of  the  MTF 
personnel  involved  in  the  incident, 
separated  by  commas,  or  up  to  15  charac¬ 
ters  of  text  enclosed  in  sirigle  quotes. 
Press  Return. 


The  cursor  moves  to  PERSONNEL  REPORTING. 


o  Enter  one  or  more  1 -character  codes 
indicating  the  job  classification  of  the 
MTF  personnel  who  reported  the  incident, 
separated  by  commas,  or  enter  up  to  15 
characters  of  text  enclosed  in  single 
quotes.  Press  Return. 


The  cursor  moves  to  RESULT  OF  INCIDENT. 


o  Enter  Y(Yes)  or  N(No)  to  indicate  whether 
injury  resulted  from  this  incident. 


The  cursor  moves  to  DATE  REVIEWED  BY  RISK 
MANAGER. 
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o  Enter  11  characters  indicating  the  date 
of  review.  Press  Return. 


The  date  is  formatted  and  the  cursor  moves  to 
JAG  REVIEW. 


o  Enter  Y(Yes)  or  N(No)  to  indicated  wheth¬ 
er  this  incident  will  be  reviewed  by  the 
Judge  Advocate  General. 


The  cursor  moves  to  DATE  SENT  TO  JAG. 


o  Enter  the  11 -character  date  when  record 
of  this  incident  was  sent  to  the  Judge 
Advocate  General's  office.  Press  Return. 


The  date  is  formatted  and  the  cursor  moves  to 
DATE  OF  ACTION. 


o  Enter  the  11 -character  date  when  action 
was  taken  regarding  this  incident.  Press 
Return. 
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The  date  is  formatted  and  the  cursor  moves  to 
ACTION  CODE. 


o  Enter  up  to  three  1 -character  codes  for 
each  act ion ,  separated  by  a  comma. 

The  first  code  indicates  the  job  classi¬ 
fication  of  the  person  or  committee  that 
the  review  was  assigned  to. 

The  second  code  indicates  the  result  of 
the  review. 

The  third  code  indicates  whether  this 
variation  is  to  be  posted  to  the  provid¬ 
er's  profile;  answer  Y(Yes)  or  N(No). 


The  cursor  moves  to  INCIDENT  POSTED  TO 
PROVIDERS. 


o  Enter  the  short  names  of  the  providers 
(up  to  4)  who  should  have  the  incident 
posted  to  tneir  profile. 
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When  the  Incident  Report  Screen  is  completed 
and  you  press  Return,  the  Incident  ID  Screen 
is  displayed.  The  cursor  is  at  LOG  NO. 


o  To  complete  another  incident  report,  type 
NEW  and  repeat  the  above  process. 


o  To  exit  the  Incident  Reporting  process, 
press  Cancel. 


The  QA  Menu  is  displayed. 


6.2  TO  UPDATE  INFORMATION  ON  AN  INCIDENT 
REPORT 

For  example:  You  must  complete  the  review  in¬ 
formation  when  the  record  is  returned  by  the 
reviewer. 


o  Enter  I  on  the  QA  Menu  Screen  to  display 
the  Incident  ID  Screen.  Press  Return. 


o  Enter  the  LOG  NO  on  the  Incident  ID 
Screen  to  identify  the  Incident  Report. 
Press  Return. 
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The  Incident  Report  Screen  is  displayed 
showing  the  completed  information  on  the 
incident.  The  cursor  is  at  ENTER  SELECTION. 


o  To  update  the  incident  review  informa¬ 
tion,  type  DATE  OF  ACTION  and  press 
Return  to  move  the  cursor  to  that  field. 


The  cursor  is  positioned  at  DATE  OF  ACTION. 


o  Enter  the  date  on  which  the  record  was 
returned.  Press  Return. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Enter  the  partial  field  label  for  ACTION 
CODE. 


The  cursor  moves  to  the  first  field  of  the 
ACTION  CODE.  This  field  indicates  who  re¬ 
viewed  the  report. 


o  Press  Return  to  move  to  the  next  field  of 
the  ACTION  CODE. 


1.1 


6-11 


AUG  1986 


QUALITY  ASSURANCE  TRAINING  AID 


o  Enter  the  code  indicating  tne  result  of 
the  review.  Press  Return. 


The  cursor  moves  to  the  next  field  of  the 
ACTION  COOE. 


o  If  the  incident  was  provider-related, 
enter  Y  to  post  the  incident  to  the 
provider  profile. 


If  Y  was  entered: 


The  cursor  moves  to  the  INCIDENT  POSTED  TO 
PROVIDERS  field. 


o  Enter  the  providers  (up  to  4)  who  should 
have  the  incident  posted  to  their 
profile. 


When  you  nave  completed  entering  the  provid¬ 
ers,  the  cursor  moves  to  ENTER  SELECTION. 
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Note:  Incident  information  in  the 
other  fields  of  this  screen 
can  be  changed.  Type  the 
field  label  to  move  the  cur¬ 
sor  to  any  field.  Type  the 
update  over  the  old  informa¬ 
tion  and  press  Return. 


When  the  fieid(s)  you ‘have  selected  are  com¬ 
pleted,  the  cursor  moves  to  ENTER  SELECIION. 


o  Press  Return  to  store  the  updates. 


The  Incident  ID  Screen  is  displayed.  The 
cursor  is  positioned  at  LOG  NO. 


o  To  process  another  incident,  type  the  log 
number  or  NEW  and  press  Return. 


o  To  return  to  tne  QA  Menu  Screen,  press 
Return  at  LOG  NO. 


o 


To  exit  QA,  press  Return  at 
SELECTION  on  the  QA  Menu  Screen. 


ENTER 
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6.3  POINTS  TO  RDCMBER 

Incident  Reports  are  accessed  by  the  incident 
log  number  which  is  automatically  assigned  by 
the  system  based  on  the  data  entered  in  the 
INCIDENT  DATE/TIME  field.  If  you  cancel  the 
screen,  the  number  will  be  reused  for  the  next 
incident.  Once  the  number  is  assigned,  it  can¬ 
not  be  changed  even  if  the  DATE/TIME  field  is 
changed. 


6.4  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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7.  PROBLEM  AUDIT  TRACKING 


ACCESS  Enter  P  on  the  QA  Menu  Screen  to 

access  the  Problem  Audit  Tracking 
Process.  The  Problem  ID  Screen 
is  displayed  to  allow  you  to  ac¬ 
cess  a  particular  problem  record 
or  create  a  new  problem  record. 

PURPOSE  Problem  Audit  Tracking  allows  you 

to  document  quality  of  care  pro¬ 
blems,  and  to  track  review  of  pro¬ 
blems  as  well  as  the  solutions  to 
these  problems. 

DESCRIPTION  The  Problem  Audit  Tracking  Process 
uses  two  screens:  the  Problem  ID 
Screen  and  the  Problem  Audit 
Screen. 


OPTIONS  There  are  no  submenu  options  on 

the  screen. 
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7.1  TO  RECORD  A  PROBLEM 


o  Enter  P  on  the  QA  Menu  Screen.  Press 
Return. 


The  Problem  ID  Screen  is  displayed.  The 
cursor  is  at  PROBLEM  NO. 


o  Enter  NEW  in  the  PROBLEM  NO  field.  Press 
Return. 


The  Problem  Audit  Screen  is  displayed.  The 
system  assigns  the  next  sequential  problem 
number.  The  cursor  moves  to  the  RESOLVED  FLAG 
field. 


o  Enter  Y  or  N  to  indicate  resolution. 


The  cursor  moves  to  the  PRIORITY  field. 


o  Enter  a  number  specifying  the  priority  of 
the  problem  on  a  scale  of  1  (high)  to  10 
(low).  Press  Return. 
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The  cursor  moves  to  DATE  PRESENTED. 


o  Enter  the  appropriate  date.  Press 
Return. 


The  cursor  moves  to  REFERRAL  ACTIVITY. 


o  Enter  name  or  committee.  Press  Return. 


The  cursor  moves  to  IMPACT  ON  PATIENT  CARE. 


o  Enter  appropriate  comments.  (Type  up  to 
two  lines  of  comments.)  Press  Return. 


The  cursor  moves  to  ACTION  ACTIVITY. 


o  Enter  the  appropriate  action  being 
taken.  Press  Return. 


The  cursor  moves  to  STATUS  DATE. 
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o  Enter  the  date  of  the  status.  Press 
Return. 


The  cursor  moves  to  ACTION  TAKEN. 


Note:  Action  taken  is  completed  af¬ 
ter  the  report  is  returned 
from  the  current  review 
activity. 


The  cursor  moves  to  FOLLOW  UP  DATE. 


o  Enter  the  date  on  which  the  action  should 
be  followed  up.  Press  Return. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  record. 


The  Problem  ID  Screen  is  displayed.  The 
cursor  is  at  PROBLEM  NO,  ready  to  process 
another  problem. 
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7.2  TO  UPDATE  INFORMATION  ON  AN  EXISTING 
PROBLEM  RECORD 


o  Enter  P  from  the  QA  Menu  Screen.  Press 

|  Return. 

i 


The  Problem  ID  Screen  is  displayed.  The  cur¬ 
sor  is  at  PROBLEM  NO. 


o  Enter  the  problem  number.  Press  Return. 


The  Problem  Audit  Screen  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  To  update  PROBLEM  STATUS,  enter  1. 


The  cursor  moves  to  the  RESOLVED  FLAG  field. 


o  Enter  N  for  not  resolved,  or  update  the 
Resolved  Flag  if  the  problem  is  resolved. 
Press  Return. 


The  cursor  moves  to  ACTION  ACTIVITY. 
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o  Enter  the  person  or  group  who  took  the 
action  that  is  being  described  on  this 
screen.  Press  Return. 


The  cursor  moves  to  STATUS  DATE. 


o  Enter  the  effective  date  of  the  informa¬ 
tion  entered  on  this  screen.  Press 
Return. 


Note:  When  entering  new  status  data 
on  this  problem,  the  status 
date  cannot  be  earlier  than 
the  previous  date  entered  in 
this  field. 


The  cursor  moves  to  ACTION  TAKEN. 


o  Enter  the  action  taken  on  the  problem. 
Two  lines  of  text  are  available.  Press 
Return. 


The  cursor  moves  to  FOLLOWUP  DATE. 


o  Enter  the  date  on  which  any  followup 
activity  occurred.  Press  Return. 
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The  cursor  moves  to  ENTER  SELECTION. 


Note:  Problem  information  can  be 
updated  in  the  fields  of  the 
Problem  Audit  Screen.  At 
ENTER  SELECTION,  type  the 
label  of  the  field  you  wish 
to  change  and  press  Return. 
Type  over  existinq  data  to 
change  it.  Press  Return  to 
continue. 


o  After  the  last  update,  the  cursor  is  at 
ENTER  SELECTION.  Press  Return  to  store 
the  update. 


The  Problem  ID  Screen  is  displayed.  The 
cursor  is  at  PROBLEM  NO. 


o  To  process  another  problem,  type  the  pro¬ 
blem  number  and  press  Return. 


o  To  return  to  the  QA  Menu  Screen,  press 
Return  at  PROBLEM  NO  on  the  Problem  ID 
Screen. 


o  To  exit  QA,  press  Return  at  ENTER 
SELECTION  on  the  QA  Menu  Screen. 
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7.3  POINTS  TO  REMEMBER 


Problem  numbers  are  automatically  assigned  by 
the  system  based  on  the  data  entered  in  the 
PROBLEM  DATE  field.  If  you  cancel  the  screen, 
this  number  is  assigned  to  the  next  problem 
entered.  Once  the  number  is  assigned  it  cannot 
be  changed  even  if  the  PROBLEM  DATE  is  changed. 


7.4  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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8.  OCCURRENCE  SCREENING  QUESTION  MAINTENANCE 


ACCESS  Enter  M  on  the  QA  Menu  Screen  to 

access  the  Occurrence  Screening 
Question  Maintenance  process. 

PURPOSE  Occurrence  Screening  Question  Main¬ 
tenance  allows  you  to  edit,  re¬ 
place,  or  add  questions  to  the  MTF- 
specific  portion  of  the  Inpatient 
Occurrence  Screening  Checklist  and 
the  Emergency  Services  Checklist. 

The  Inpatient  Occurrence  Screening 
Checklist  accepts  MTF-specific 
questions  for  Items  19  through  24. 
The  Emergency  Services  Checklist 
accepts  MTF-specific  questions  for 
Items  10  through  24. 


DESCRIPTION  The  Occurrence  Screening  Question 
Maintenance  ,  process  uses  two 
screens;  the  Question  Maintenance 
ID  Screen,  and  the  Occurrence 
Screening  Question  Maintenance 
Screen. 
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8.1  TO  ADO  AN  MTF-SPECIFIC  QUESTION  TO  THE 
OCCURRENCE  SCREENING  CHECKLIST 


o  Enter  M  on  the  QA  Menu  Screen.  Press 
Return. 


The  Occurrence  Screening  Question  Maintenance 
ID  Screen  is  displayed.  The  cursor  is  at 
ENTER  SELECTION. 


o  Select  Option  1  -  Emergency  Services 

Checklist  or  Option  2  -  Inpatient 

Occurrence  Checklist.  Press  Return. 


Note:  The  procedure  for  adding  an 
MTF -specific  question  i3  the 
same  for  either  checklist. 


The  Occurrence  Screening  Question  Maintenance 
ID  Screen  is  displayed.  The  cursor  is  at 
QUESTION  NO. 


o  To  add  an  MTF-specific  question,  enter 
a  number  which  is  one  greater  than  the 
number  of  questions  that  are  now  in  your 
checklist . 
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The  QUESTION  NO  and  TEXT  fields  are  displayed. 
The  cursor  is  at  the  beginning  of  the  field. 


o  Enter  the  text  of  the  new  MTF-specific 
question.  Press  Return. 


o  With  the  cursor  at  ENTER  SELECTION,  press 
Return  to  store  the  new  question. 


Note:  The  question  is  added  to  the 
checklist  and  will  be  dis¬ 
played  the  next  time  an  Oc¬ 
currence  Screening  Checklist 
is  displayed. 


8.2  TO  REWORD  OCCURRENCE  QUESTION  TEXT  FOR  MTF- 
SPECIFIC  ITEMS  IN  THE  INPATIENT  OCCURRENCE 
SCREENING  CHECKLIST  OR  THE  EMERGENCY 
SERVICES  CHECKLIST 


o  Enter  M  on  the  QA  Menu  Screen.  Press 
Return. 


The  Question  Maintenance  ID  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  1  to  select  the  Emergency  Services 
Checklist  (Option  1)  or  enter  2  to  select 
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the  Inpatient  Checklist  (Option  2). 
Press  Return. 


Note:  The  procedure  for  changing 
either  checklist  is  the  same. 


The  Occurrence  Screening  Question  Maintenance 
ID  Screen  for  that  option  is  displayed.  The 
cursor  is  at  QUESTION  NO. 


o  To  change  an  existing  question,  type  the 
number  of  the  question. 


Note:  The  screening  questions  which 
are  required  by  the  DoD 
cannot  be  changed  or 
deleted.  Only  MTF-specific 
questions  can  be  changed  or 
deleted. 


If  there  is  a  question,  the  text  of  the 
question  is  displayed.  The  cursor  is  at  the 
beginning  of  the  text. 


o  Enter  the  reworded  text  over  the  exist inq 
text.  You  must  enter  the  complete  ques¬ 
tion  text,  then  press  Return. 
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The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  new  text. 


This  message  is  displayed  regarding  the  pre¬ 
viously  collected  data  for  the  question: 

"You  have  changed  the  text  of  the  occurrence 
screening  question.  If  this  is  now  a  differ¬ 
ent  question  you  must  delete  the  old  data. 
Enter  Y  to  delete  all  previous  data  for  this 
question  number." 


o  Enter  N  to  change  the  wording  of  the 
text.  This  is  the  same  question;  all 
data  is  kept. 


Note:  Entering  Y  means  that  you  are 
replacing  the  question  and  that 
you  want  to  delete  all  data  col¬ 
lected  previously. 


The  Question  Maintenance  ID  Screen  is  dis¬ 
played.  The  text  of  the  question  is  changed. 
The  data  is  kept.  This  is  not  a  new  question. 
This  cursor  is  at  ENTER  SELECTION. 
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8.3  TO  OELETE  ALL  PREVIOUSLY  COLLECTED  DATA  ON 
A  QUESTION  AND  REPLACE  THE  QUESTION  WITH  A 
NEW  MTF -SPECIFIC  QUESTION 


o  Enter  M  on  the  QA  Menu  and  complete  the 
procedure  to  change  the  text  of  a 
occurrence  question. 


When  the  new  text  has  been  entered,  a  message 
is  displayed:  YOU  HAVE  CHANGED  THE  TEXT  OF 
THIS  QUESTION.  DO  YOU  WANT  TO  DELETE. 


o  Enter  Y  to  indicate  that  this  question  is 
replacing  the  old  question. 


A  confirmation  message  is  displayed:  ARE  YOU 
SURE  THAT  YOU  WANT  TO  DELETE. 


o  Enter  Y  to  delete  all  data  previously 
collected  on  that  question  number.  No 
data  will  be  saved. 


Note:  Be  careful! 


o  To  return  to  the  QA  Menu,  cancel  out  at 
ENTER  SELECTION. 
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o  To  exit  QA,  press  Return  at  ENTER 
SELECTION  on  the  QA  Menu. 


8.4  POINTS  TO  REMEMBER 


1.  Only  MTF-specific  questions  can  be  edited  or 
deleted. 


2.  When  the  question  is  edited  to  clarify  the 
wording  but  the  data  collected  on  that  ques¬ 
tion  is  to  be  saved,  respond  N  to  the 
prompt:  HAVE  YOU  CHANGED  THE  TEXT  OF  THIS 

QUESTION. 


3.  When  deletinq  a  question,  all  data  asso¬ 
ciated  with  that  question  is  deleted. 

4.  Data  from  MTF-specific  questions  does 
not  automatically  default  to  provider's 
profiles. 


8.5  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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SECTION  9.  AUTO  EDIT  DELINQUENCY  POSTING 
FOR  CR 


PROCEDURE 


9.1  To  Initiate  an  Auto  Edit  and  Post 

Delinquencies  to  Providers . 

9.2  Checkpoint. . 
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9.  AUTO  EDIT  DELINQUENCY  POSTING  FOR  CR 


ACCESS  Enter  A  on  the  QA  Menu  Screen  to 

initiate  an  edit  of  records  pro¬ 
cessed  in  Occurrence  Screening. 

PURPOSE  The  Auto  Edit  enables  you  to  compare 

records  for  which  the  Inpatient 
Occurrence  Screening  Checklist  has 
been  indicated  in  QA  but  which  were 
later  approved  in  CR.  If  questions 
answered  "no"  on  the  QA  checklist 
are  defaulted  to  "yes"  through  this 
edit  process,  these  records  are 
listed  on  a  pull  list  so  that  the 
new  "yes"  occurrence  can  be  audited. 

Delinquency  Posting  is  done  at  the 
same  time.  Any  provider  who  has  not 
submitted  the  required  items  (signa¬ 
tures  and  dictations)  to  complete 
the  clinical  record  by  the  suspense 
date  receives  a  delinquency. 


DESCRIPTION  No  screen  is  displayed  by  this 
selection. 
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9.1  TO  INITIATE  AN  AUTO  EDIT  AND  POST 
DELINQUENCIES  TO  PROVIDERS 

o  Enter  A  on  the  QA  Menu  Screen. 


The  Auto  Edit  and  Delinquency  Posting  are 
performed. 


AUTO  EDIT: 

No  screen  is  displayed.  The  system  edits  the  re¬ 
cords  that  have  been  processed  in  Occurrence 
Screening  but  have  not  yet  been  changed  to  an 
approved  CR.  If  any  of  the  checklist  occurrence 
questions  default  to  Y  through  this  edit,  the 
question  will  be  listed  on  a  pull  list  for 
review  in  QA. 


DELINQUENCY  POSTING: 

Delinquency  is  calculated  from  the  start  date  on 
the  CR  Record  Tracking  Screen.  The  start  date 
i3  used  to  calculate  the  suspense  date.  Any 
item  missing  as  of  the  suspense  date  will  result 
in  a  delinquency  posted  to  the  provider.  The 
delinquencies  are  posted  after  a  two  week  period 
that  gives  Clinical  Records  time  to  post  the 
completions.  It  does  not  give  physicians  extra 
time  to  complete  the  record. 
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9.2  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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FIGURE  10.1  REPORTS  SCREEN 
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10.  REPORTS 


ACCESS  Enter  R  on  the  QA  Menu  Screen  to 

display  the  QA  Reports  Menu  Screen. 


PURPOSE  The  reports  selection  enables  you 

to  request  printed  copies  of  QA 
reports,  or  to  view  report 
information  on  the  screen. 


DESCRIPTION  Reports  Processing  uses  the  Report 
Menu  Screen  and  a  Report  Run  Time 
Specification  Screen  on  which  you 
can  provide  run  time  information 
for  each  report.  You  will  use  the 
specification  screens  to  indicate 
parameters  of  the  report,  e.g.,  the 
number  of  copies,  inclusion  dates, 
and  other  required  information 
which  is  dependent  on  the  report 
selected. 


OPTIONS  N  -  ALL  NIGHTLY  REPORTS  (NONE) 
M  -  ALL  MONTHLY  REPORTS 
P2  -  OISPLAY  NEXT  PAGE 
PI  -  DISPLAY  PREVIOUS  PAGE 
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10.1  REPORT  DESCRIPTIONS 


The  reports  shown  in  this  section  are  represen¬ 
tative  of  those  available  in  Quality  Assurance 
processing.  Examples  of  all  reports  are 
included  in  the  AQCESS  User  Manual. 


1.  OCCURRENCE  SCREENING  PULL  LIST  -  INPATIENT. 

This  report  identifies  the  records  of  pa¬ 
tients  involved  in  inpatient  occurrence 
screening  discrepancies,  enabling  those  re¬ 
cords  to  be  pulled  for  further  review.  The 
report  provides  the  FMP/SSN  and  register 
number  of  the  patient,  and  the  occurrence 
criterion  that  needs  review.  It  is  produced 
monthly  or  on  demand. 


2.  OCCURRENCE  SCREENING  PULL  LIST  -  EMERGENCY 
SERVICES.  This  report  identifies  the 
records  of  patients  involved  in  emergency 
service  occurrence  screening  discrepancies, 
listing  those  records  to  be  pulled  for  fur¬ 
ther  review.  The  report  provides  the  FMP/ 
SSN  and  log  number  of  the  patient  episode, 
and  the  occurrence  criterion  that  needs 
review.  It  is  produced  monthly  or  on 
demand . 


3.  DELINQUENT  OCCURRENCE  SCREENING  LIST.  This 
report  includes  all  patients  whose  Inpatient 
Occurrence  Screening  Checklist  is  not  com¬ 
pleted  within  a  certain  number  of  days  after 
disposition.  (The  number  of  days  is  speci¬ 
fied  by  the  MTF  on  the  MTF  Profile.)  The 
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report  lists  a  discharge  date,  register 
number,  and  FMP/SSN  for  each  patient. 


4.  BLOOD  UTILIZATION  PULL  LIST.  This  report 
summarizes  blood  product  utilization  by  care 
provider,  over  a  specified  period  of  time. 
It  lists  records  that  are  to  be  reviewed  by 
the  Blood  Utilization  Review  Committee.  It 
shows  the  dates  of  the  reporting  period. 
The  report  lists  the  care  provider,  then 
gives  the  following  information  for  each  of 
that  physician's  patients  who  had  blood 
transfusions:  register  number,  FMP/SSN,  and 
discharge  date. 


5.  INCIDENT  SUMMARY  BY  INCIDENT  DATE/TIHE. 

This  report  provides  a  summary  listing  of 
all  or  selected  incidents,  sorted  by 
specified  criteria  over  specified  periods 
of  time.  It  shows  the  report  period.  The 
body  of  the  report  includes  the  incident 
date/time,  log  number,  injury  code,  action 
codes,  type  of  person  involved,  type  and 
location  of  incident,  the  category  of 
reporting,  and  the  personnel  involved.  It 
is  produced  on  demand. 


6.  PROBLEM  AUDIT.  Thi3  report  provides  a  list 
of  all  or  selected  QA  problems  and  their 
status.  It  includes  the  problem  number, 

referral  and  action  activity,  status, 

follow-up,  action  taken  and  the  impact  on 
patient  care.  It  is  produced  weekly  or  on 
demand. 
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7.  OCCURRENCE  SCREENING  AUDIT  -  EMERGENCY 
SERVICES  BY  PROVIDER.  This  report  lists 
action  taken  on  exceptions  to  the  emergency 
service  standards.  It  shows  the  provider 
ID,  the  period  of  the  report,  the  patient's 
FMP/SSN,  and  the  date  and  time  of 
treatment.  The  body  of  the  report  gives  the 
number  of  the  checklist  question,  the  text 
of  the  question,  review  level,  date  out, 
date  in,  and  the  action  code.  It  is 
produced  monthly  or  on  demand. 


8.  OCCURRENCE  SCREENING  AUDIT  -  INPATIENT  BY 
PROVIDER.  This  report  lists  actions  taken 
on  exceptions  to  the  inpatient  occurrence 
standards.  It  shows  the  provider's  ID,  the 
period  of  the  report,  the  patient's  register 
number,  and  discharge  date.  The  body  of  the 
report  gives  the  number  of  the  checklist 
question,  the  text  of  the  question,  review 
level,  date  out,  date  in,  and  the  action 
code. 


9.  OCCURRENCE  SCREENING  SUSPENSE  LIST  - 
EMERGENCY  SERVICES.  This  report  lists  emer¬ 
gency  service  occurrence  screening  open 
items  which  are  due  for  follow-up.  It  shows 
the  patient  FMP/SSN,  date  of  treatment, 
review  level,  date  out  (date  the  review  was 
assigned),  and  action  code.  The  report  is 
produced  daily. 
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10.  OCCURRENCE  SCREENING  SUSPENSE  LIST  - 

INPATIENT.  This  report  lists  inpatient 

occurrence  screening  open  items  which  are 
due  for  follow-up.  It  shows  the  patient's 
register  number,  discharge  date,  review 
level,  date  out  (date  the  review  was  the 
review  was  assigned),  and  action  code.  The 
report  is  produced  daily. 


11.  OCCURRENCE  SCREENING  SUMMARY  -  EMERGENCY  SVC 
BY  PROVIDER.  Summarizes  information  about 
exceptions  to  the  emergency  service  occur¬ 
rence  criteria  (checklist)  for  individual 
providers  specified  in  the  facility,  for  a 
specified  period.  It  shows  the  period  of 
the  report,  the  name  of  the  provider 
involved,  the  number  of  records  screened, 
and  the  total  occurrences.  The  body  of  the 
report  gives  the  number  of  exceptions  to 
each  checklist  question. 


12.  OCCURRENCE  SCREENING  SUMMARY  -  INPATIENT  BY 
PROVIDER.  Summarizes  information  about 
exceptions  to  the  inpatient  occurrence  cri¬ 
teria  (checklist)  for  individual  providers 
specified  in  the  facility,  for  a  specified 
period.  It  shows  the  period  of  the  report, 
the  name  of  the  provider  involved,  the  num¬ 
ber  of  records  screened,  and  the  total 
occurrences.  The  report  gives  the  number 
of  exceptions  to  each  checklist  question. 
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13.  OCCURRENCE  SCREENING  SUMMARY  -  EMERGENCY 
SVC  FACILITY.  Summarizes  information  about 
exceptions  to  the  emergency  service  occur¬ 
rence  criteria  (checklist)  for  every  provi¬ 
der  in  the  facility,  for  a  specified 
period.  It  shows  the  period  of  the  re¬ 
port.  The  report  gives  the  provider’s 
code,  the  number  of  records  included  in  the 
report,  the  total  number  of  occurrences 
listed  on  the  report,  and  the  number  of 
exceptions  to  each  checklist  question. 

14.  OCCURRENCE  SCREENING  SUMMARY  -  INPATIENT 
SPECIALTY.  Thi3  report  summarizes,  by 
specialty,  exceptions  to  the  inpatient 
occurrence  screening  criteria  identified 
for  each  provider  within  the  specialty,  for 
a  specified  time  period.  It  shows  the 
specialty  and  the  report  period.  The  body 
of  the  report  shows  the  provider  name,  the 
number  of  records,  the  total  occurrences 
reported  for  that  provider,  and  the  number 
of  exceptions  for  each  checklist  question. 

15.  OCCURRENCE  SCREENING  SUTMARY  -  INPATIENT 
FACILITY.  Provides  a  summary  of  all  the 
affirmative  inpatient  checklist  responses 
for  the  period  specified.  The  data  is 
sorted  by  the  provider's  specialty.  The 
report  provides  totals  of  the  number  of 
records  screened  and  the  number  of  affirma¬ 
tive  checklist  responses  per  specialty.  It 
also  includes  the  total  number  of  "yes" 
responses  to  the  basic  items  on  the  Inpa¬ 
tient  Occurrence  Screening  Checklist,  and 
the  total  number  of  "yes"  responses  to  the 
Inpatient  Checklist  items  that  were  devised 
by  the  MTF. 
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16.  SURGICAL  OPERATIONS  REPORT.  Provides 
information  on  all  surgical  procedures  per¬ 
formed  in  the  MTF  during  the  reporting 
period  specified  by  the  user.  To  be  in¬ 
cluded  on  the  report,  a  record  must  have  a 
disposition  date  that  falls  within  the 
reporting  period,  and  must  have  a  Clinical 
Record  status  of  A  or  T.  The  report  con¬ 
tains  the  ICP  code  and  the  descriptive 
title  of  the  procedure,  the  number  of  times 
the  indicated  procedure  was  the  principle 
procedure,  the  personnel  category  of  the 
patient  for  whom  the  procedure  was  the 
principal  procedure  performed,  the  age 
range  of  the  patients,  and  the  number  of 
times  the  indicated  procedure  was  the 
associated  operation  for  the  patient. 

17.  DISPOSITION  BY  DIAGNOSIS.  Lists  all 

diagnoses  from  the  MTF  during  the  period 
specified.  To  be  included  on  this  report, 
a  record  must  have  been  accessed,  but  not 
necessarily  approved,  in  Clinical  Records. 
The  report  contains  the  following  informa¬ 
tion:  the  diagnosis  code,  the  age  ranges 

of  patients  having  this  diagnosis,  whether 
the  diagnosis  indicated  was  the  primary 
diagnosis  for  these  patients,  the  total 
number  of  patients  who  had  each  diagnosis, 
the  personnel  category  of  the  patients 
having  the  indicated  diagnosis  as  their 
primary  diagnosis,  the  number  of  bed  days 
at  this  MTF  foe  patients  having  the  indi¬ 
cated  diagnosis  as  their  primary  diagnosis, 
and  the  amount  of  blood  transfused  to  these 
patients. 
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18.  DIAGNOSIS  INDEX  BY  PROVIDER.  Provides  in¬ 
formation  on  diagnoses  entered  in  Clinical 
Record,  by  provider  of  care.  It  lists  pa¬ 
tient  deaths  and  patients  whose  length  of 
stay  was  outside  the  range  considered 
normal  for  the  diagnosis.  You  can  specify 
the  name  of  a  particular  doctor  or  request 
a  report  on  all  providers.  The  report  in¬ 
cludes  the  1CD  code  and  the  description  of 
the  diagnosis,  the  total  number  of  cases 
with  this  diagnosis,  the  total  number  of 
variations  found  for  cases  with  this 
diagnosis,  the  average  range  of  stay  for 
patients  with  this  diagnosis,  and  provides 
data  for  any  individual  death  or  length-of- 
stay  variation  occurring  among  patients 
with  the  diagnosis. 


19.  SURGICAL  INDEX  BY  PROVIDER.  Provides  in¬ 
formation  on  the  surgical  procedures  per¬ 
formed  during  the  reporting  period.  You 
have  the  option  to  report  on  an  individual 
provider  or  on  all  the  providers.  The 
report  contains  the  following  information: 
the  ICO  code  for  the  procedure,  the  name  of 
the  operation,  the  number  of  times  the 
specified  provider  performed  the  indicated 
procedure  during  the  reporting  period,  the 
number  of  times  the  specified  provider  was 
the  primary  provider,  the  number  of  times 
he  or  she  was  the  assisting  provider,  and 
the  number  of  deaths  associated  with  the 
performance  of  the  indicated  procedure. 
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20.  INCIDENT  SUMMARY  BY  INCIDENT  TYPE/LOCA¬ 
TION.  This  report  provides  a  summary 
listing  of  all  or  selected  incidents, 
sorted  by  specified  criteria  over  specified 
periods  of  time.  It  shows  the  report 
period.  The  body  of  the  report  includes 
the  incident  date/time,  log  number,  injury 
code,  action  codes,  type  of  person  in¬ 
volved,  type  and  location  of  incident,  the 
category  of  reporting,  and  the  personnel 
involved.  It  is  produced  on  demand. 


21.  PROMPT  REPORTS.  Prints  all  the  records' 
pull  lists  identifying  the  records  neces¬ 
sary  for  the  Peer  Review  of  Military 
Patient  Treatment  (PROMPT).  Each  list  is 
related  to  a  specific  task  of  PROMPT.  •  Each 
of  the  35  reports  prints  a  list  of  the 
patient  records  to  be  pulled  for  review. 
The  Multi-Patient-Task  Listing  prints  at 
the  end  of  the  report  run.  The  data  re¬ 
ported  for  each  report  varies  from  list  to 
list  as  reguired  for  the  specific  task  of 
PROMPT . 

Examples  of  the  Quality  Assurance  reports 
are  included  in  the  AQCE5S  Users  Manual. 


22.  EMERGENCY  ROOM  LOG.  This  report  provides 
information  about  emergency  room  patient 
visits  for  the  time  period  reguested.  The 
body  of  the  report  includes  the  date  of  the 
visit,  the  log  number,  patient  name,  rank, 
age,  sex,  time  and  mode  of  arrival,  dispo¬ 
sition  type  and  time,  relevant  provider, 
the  discharge  diagnosis,  if  any,  and  any 
command  interest  code  entered  at  registra¬ 
tion. 
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23.  EMERGENCY  ROOM  TRACKING  REPORT.  This  re¬ 
port  gives  basic  information  about  patients 
admitted  to  the  emergency  room,  and  in¬ 
cludes  the  Tracking  Item  codes  for  each  pa¬ 
tient  visit  as  recorded  on  the  Encounter 
Data  Screen.  The  body  of  the  report  in¬ 
cludes  the  date  of  the  visit,  the  log  num¬ 
ber,  the  patient  name,  social  security  num¬ 
ber  and  family  member  prefix,  and  any 
Tracking  Item  codes  entered  in  the  Encoun¬ 
ter  Data  Screen. 


24.  AUTOMATED  SF558,  DRAFT,  FINAL,  PATIENT 
COPY.  This  standard  form  is  printed  auto¬ 
matically  the  first  time  entrance  data  is 
stared  for  the  patient.  The  top  and  bottom 
portions  of  the  form  contain  patient  infor¬ 
mation  from  the  registration  and  ER  visit 
entrance  data  screens.  The  middle  of  the 
form  is  a  worksheet  used  to  gather  clinical 
data  during  the  ER  visit.  The  final  and 
patient  copy  of  these  forms  are  made  up  of 
data  included  on  the  draft  copy. 
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10.2  TO  PRODUCE  A  REPORT 

o  Enter  R  on  the  QA  User  Menu  Screen. 
Press  Return. 


The  QA  Report  Selection  Screen  that  lists  all 
the  reports  is  displayed.  The  cursor  is  at 
ENTER  REPORT  NUMBER (S). 


o  Enter  the  number  that  appears  to  the  left 
of  the  title  of  the  report(s)  you  wish  to 
produce.  Several  reports  can  be  selected 
at  the  same  time  by  entering  a  list  of 
report  numbers  at  ENTER  REPORT  NUMBER (S), 
or  select  the  appropriate  option: 

M  -  MONTHLY  REPORTS. 

Note:  There  are  no  nightly  reports 
for  Quality  Assurance. 
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Ihe  Report  Run-Time  Information  Screen  is 
displayed. 


o  Enter  the  required  parameters. 


Note:  Depending  on  the  report 
requested,  a  different  set 
of  parameters  will  be 
required. 


When  you  have  entered  specific  parameters,  the 
cursor  will  move  to  the  PRINTER  COPIES:  field. 


o  If  you  want  the  report  printed  on  paper, 
enter  the  number  of  copies  you  wish  to 
print,  or  enter  R  followed  by  the  number 
to  reprint  the  last  report  produced. 


Note:  If  you  are  reprinting,  you 
can  also  reprint  to  the 
screen  rather  than  regen¬ 
erating  the  report. 


o  If  you  do  not  want  the  report  printed, 
but  wish  to  view  the  report  on  the 
screen,  press  Return,  leaving  this  field 
blank. 
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The  cursor  moves  to  the  next  field:  SELECTION. 


o  If  you  do  not  wish  to  chanqe  the  report 
specifications  you  entered,  press  Return 
to  store  the  information  and  run  the 
report. 


o  If  you  wish  to  chanqe  the  specification, 
type  ALL  or  the  partial  label  of  the 
field  you  want  to  chanqe.  With  the 
cursor  at  the  field  you  identified, 
chanqe  the  information,  and  press  Return. 


The  cursor  moves  back  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  information  and 
run  the  report(s). 


Note:  The  cursor  moves  to  the  bottom 
left  corner  of  the  screen  indi¬ 
cat  inq  the  report  is  be  inq  pro¬ 
cessed.  If  the  report  is  beinq 
printed  to  the  printer,  you  are 
free  to  use  the  terminal  to  enter 
or  view  other  information. 
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The  report  will  either  appear  on  the  screen 
(if  you  left  the  PRINTER  COPIES  field  blank), 
or  the  QA  Report  Selection  Screen  will  be 
displayed  when  the  report  has  been  printed  (if 
you  completed  the  PRINTER  COPIES  field). 


o  If  the  report  is  displayed  on  the  screen, 
press  Return  to  page  through  the  report 
to  the  end. 

o  On  the  last  page  of  the  report,  press 
Return  to  display  the  QA  Report  Selection 
Menu. 


QA  REPORT  SELECTION  SCREEN  OPTIONS 


Option  P2  -  OISPLAY  NEXT  PAGE:  This  option 
enables  you  to  display  the  next  page  of  report 
titles.  Enter  P2  at  ENTER  REPORT  NUMBER (S). 


PI  -  DISPLAY  PREVIOUS  PAGE.  This  option  enables 
you  to  return  to  the  previous  page  of  report 
titles.  Enter  PI  at  ENTER  REPORT  NUMBER (5) . 


Option  M  -  ALL  MONTHLY  REPORTS.  Enter  M  at 
CNttft  REPORT  NUMBER (j>):  Complete  the  Run-Time 
Information  Screen  for  each  report. 
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10.3  CHECKPOINT 

Once  you  have  read  this  section,  review  Lesson 
6,  System  Functions  of  TUTOR  JC.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions. 

If  at  any  point  you  are  unable  to  answer  a  ques¬ 
tion,  review  the  appropriate  section  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
qpin  the  understanding  you  need. 
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11.  QUALITY  ASSURANCE  PROFILING 


The  QA  Profiling  Process  maintains  physician 
profile  information  and  assists  the  Credentials 
Committee  in  formulating  their  recommendations 
regarding  the  privileges  to  be  granted  to  care 
providers.  This  process  is  only  available  to 
personnel  designated  by  the  MTF  Commander  — 
normally  the  Credentials  Committee  Chairman  and 
the  Credentials  Committee  Secretariate. 

When  QA  Profiling  is  selected  from  the  User 
Entry  Menu,  the  QA  Profiling  Menu  displays  three 
choices: 


-  Provider  Profile 

-  Batch  Posting  to  Provider  Profile 

-  Reports 


Each  of  these  are  discussed  separately  in  this 
section. 

The  Provider  Profile  Screen  enables  you  to  enter 
information  into  the  profile  of  individual 
providers  at  the  MTF. 

Batch  Posting  to  Provider  Profile  enables  you  to 
post  information  to  several  or  all  providers  by 
entering  the  information  on  one  screen  instead 
of  entering  it  directly  into  each  provider 
profile. 
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REPORTS 


The  Credentials  Pull  List  enables  you  to  print 
or  view  a  report  listing  information  pertinent 
to  credentials  review  and  renewal. 

The  Provider  Procedure  Summary  Screen  enables 
you  to  print  or  view  a  report  showing  mortality 
rate  by  procedure  for  each  provider. 

The  Provider  Procedures/Mortality  Summary  en¬ 
ables  you  to  print  or  view  a  report  summarizing 
procedure  and  mortality  rate  for  a  provider  in 
each  of  26  categories  of  procedure  codes. 

Examples  of  Quality  Assurance  reports  are 
included  in  the  AQCESS  User  Manual. 
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SECTION  11.1  PROFILING  MENU  SCREEN 


PAGE 


11.1  To  select  the  appropriate  Process 
or  Report  from  the  QA  Profiling 
Menu . . . 
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f - ~~ 

PROFILING  *NU 

PROFILING  Wit 

PERSONAL  WI*  -  PRIVACY  ACT  OF  t»74 


P  •  PRO VI OCR  PROFILE 

B  -  BATCH  POST  INC  TO  PROVIDER  PROFILE 

R  -  PROFILING  REPORTS 


ENTER  SELECT  TONi 
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FIGURE  11.1  PROFILING  MENU  SCREEN 
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11.1  PROFILING  MENU  SCREEN 


ACCESS  Enter  P  on  the  User  Entry  Menu 

Screen  to  display  the  QA  Profiling 
Menu  Screen.  Only  authorized  user 
IDs  will  be  provided  access. 


PURPOSE  The  Profiling  Menu  Screen  enables 
you  to  select  and  access  QA  Pro¬ 
filing  processes  by  which  you  can 
enter  information ,  view  informa¬ 
tion,  or  generate  reports,  all 
related  to  providers. 


DESCRIPTION  The  QA  Profiling  Menu  Screen  lists 
these  QA  Profiling  processes: 


P  -  Provider  Profile 
B  -  Batch  Posting  to  Provider 
Profile 

R  -  Profiling  Reports 
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SECTION  11.2  PROVIDER  PROFILE 

PROCEDURE  PAGE 


11.2.1  To  Create  a  Provider  Profile  for 

a  New  MTF  Physician .  11-10 

11.2.2  To  Update  a  Physician  Profile...  11-15 

11.2.3  To  View  or  Update  Previous  Six 

Month  Periods  of  the  Clinical 
Practice  Indicators .  11-17 

11.2.4  Points  to  Remember .  11-18 
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PROF  IL  INC  DATE  _  TIME 

PERSONAE  OAIA  -  PRlVACV  ACf  Of  1974 

PROVIDER  ID  _  NAME  _  SPEC  _ 

OA  10  CODE  _  CONI  ED  (VV/HHH)  /  _/ _ / _  ASGN  DIE  _ 


OAIE  Of:  CPR  (RAINING  _  ACES  CERt  _  AILS  CERI 

CREDENTIALS  RENEWAL  _ 

LICENSE  RENEWAL  _  SIAIE  Of  LICENSE 


-  CLINICAL  INDICATOR  TOTALS  fOR  A  MONTH  PERIOD  BEGINNING  - - 

PROCEDURES  PERFORMED  _  PATIENTS  DISCHARGED  _ 

MALPRACTICE  CLAIMS  FILED  _  NEO  RECORD  DEFICIENCIES  _ 

ICO  RECORO  DELINQUENCIES  _ 

VAL IDATEDi  ANTIBIOTIC  VARIATIONS  _  COTPLAINIS  _  INCIDENTS  _ 

NORMAL  SURGICAL  TISSUE  _  TRANSFUSIONS  _ 

SCREENING  VARIATIONS!  IP  _  ER  _  TOTAL  DEATHS:  IP  _  ER  _ 


1  -  PREVIOUS  6  MONTH  PERIOO  2  -  *KT  6  MONTH  PERIOD 

ENIER  SELECTION! 

—  A  ICDICAl  OA  OOCUMENT.  00  NOT  OI5CL0SE  WITHOUT  APPROVAL  OF  M7F  COHMA>«fR.  — 

_ J 


FIGURE  11.2  QA  TRAINING  AID/REPORTS  PROVIDER 
PROFILE 
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11.2  PROVIDER  PROFILE 


ACCESS  Enter  P  on  the  QA  Profiling  Menu  to 

access  the  Provider  Profile 
Process. 


PURPOSE  The  QA  Provider  Profile  Process  en¬ 

ables  you  to  enter  or  update  all 
information  on  file  for  a  specific 
physician. 

DESCRIPTION  Provider  Profiling  uses  two 
screens.  The  Provider  ID  Screen 
enables  you  to  identify  the  physi¬ 
cian  whose  record  you  wish  to 
access. 

The  Provider  Profile  Screen  enables 
you  to  view  or  update  information 
in  the  record. 


OPTIONS  The  Provider  Profile  Screen  has  two 

options:  Option  1  enables  you  to 

view  or  update  information  from  the 
previous  six  month  period.  Option 
2  enables  you  to  return  page-by- 
page  to  the  current  information. 
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11.2.1  TO  CREATE  A  PROFILE  FOR  A  PHYSICIAN 


o  Enter  P  on  the  QA  Profiling  Menu  Screen. 
Press  Return. 


The  Provider  ID  Screen  is  displayed.  The 
cursor  is  at  PROVIDER  ID. 


o  Enter  the  physician's  short  name.  Press 
Return. 


Note:  Air  Force  -  the  6-digit  QA  ID 
Code  must  have  been  entered  in 
order  to  establish  a  profile. 


The  ASGN  DTE  field  is  highlighted.  A 
message  is  displayed:  PLEASE  CONFIRM  THE  MTF 
ASSIGNMENT  date  for  this  provider.  It  is 
essential  that  this  date  is  correct.  Once 
clinical  data  is  posted  to  this  record,  the 
assignment  date  cannot  be  changed.  Enter  Y  if 
correct.  If  it  is  not  correct,  press  Return 
and  contact  your  system  manager. 


Note:  Verify  that  the  ASGN  DTE  is 
correct.  This  is  the  date 
the  physician  was  assigned  to 
this  MTF.  The  initial  six 
month  reporting  period  is 
determined  from  this  date. 
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The  cursor  moves  to  the  CONT  ED  field. 


o  Enter  the  continuing  education  credit 
hours  completed  by  this  provider  for  the 
last  three  years.  Press  Return. 


The  cursor  moves  to  CPR  TRAINING. 


o  Enter  the  date  that  the  provider 
completed  training  in  cardiopulmonary 
resuscitation  (CPR).  Press  Return. 


The  cursor  moves  to  ACLS  CERT. 


o  Enter  the  date  that  the  provider  was 
certified  in  Advanced  Cardiac  Life 
Support  (ACLS).  Press  Return. 


The  cursor  moves  to  ATLS  CERT. 


o  Enter  the  date  that  the  provider  was 
certified  in  Advanced  Trauma  Life  Support 
(ATLS).  Press  Return. 
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The  cursor  moves  to  CREDENTIALS  RENEWAL. 


o  Enter  the  date  that  the  provider's  cre¬ 
dentials  for  this  MTF  are  due  to  be  re¬ 
newed  by  the  Credentials  Committee. 
Press  Return. 


The  cursor  moves  to  LICENSE  RENEWAL. 


o  Enter  the  date  that  the  provider's 
license  to  practice  is  due  to  be  renewed 
by  the  state  licensing  board.  Press 
Return. 


The  cursor  moves  to  STATE  OF  LICENSE. 


o  Enter  the  2-character  abbreviation  for 
the  state  that  the  provider  is  licensed 
to  practice  in.  Press  Return. 


Note:  The  values  for  the  PROCEDURES  PER¬ 
FORMED  and  the  PATIENTS  DISCHARGED 
fields  are  defaulted  from  data  con¬ 
tained  in  other  AQCESS  files. 
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The  cursor  moves  to  MALPRACTICE  CLAIMS. 


o  Enter  the  number  of  claims  filed  against 
this  provider.  Press  Return. 


Tne  cursor  moves  to  MED  RECORDS  DEEICIENCIES. 


o  Enter  the  number  of  medical  records  con¬ 
sidered  deficient  because  this  provider 
had  not  supplied  all  chart  items  within 
the  time  limit  set  by  the  MTF  (e.g.,  his¬ 
tory/physical,  signatures,  etc.).  Press 
Return. 


Note:  The  value  for  the  MED  REC  DELINQUEN¬ 
CIES  field  is  calculated  from  CR  data 
when  option  A  on  the  QA  Menu  Screen 
is  selected,  and  reflects  the  number 
of  records  not  completed  within  the 
time  limit  set  by  the  MTF. 


Tne  cursor  moves  to  VALIDATED:  ANTIBIOTIC 
VARIATIONS. 


o  Enter  the  number  of  occurrences  related 
to  antibiotic  use  for  which  the  provider 
has  received  a  "failed"  audit  result. 
Press  Return. 
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The  cursor  moves  to  COMPLAINTS. 


o  Enter  the  number  of  validated  .  patient 
complaints  lodged  against  this  provider. 
Press  Return. 


Note:  The  value  for  the  INCIDENTS  field  is 
defaulted  from  the  ACTION  CODE  of  the 
Incident  Log  screen. 


The  cursor  moves  to  NORMAL  SURGICAL  TISSUE. 


o  Enter  the  number  of  occurrences  related 
to  normal  surgical  tissue  that  the 
provider  has  received  a  "failed”  audit 
result.  Press  Return. 


The  cursor  moves  to  TRANSFUSIONS. 


o  Enter  the  number  of  occurrences  related 
to  transfusions  that  the  provider  has 
required  a  "failed"  audit  result.  Press 
Return. 
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Note:  The  values  for  the  SCREENING 
VARIATIONS  and  TOTAL  DEATH 
fields  are  posted  automati¬ 
cally  as  a  result  of  Inpa¬ 
tient  and  Emergency  Service 
reviews. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Update  the  field(s)  as  necessary. 


o  Press  Return  at  ENTER  SELECTION  to  3tore 
the  data. 


Note:  The  profile  is  set  up  as  soon 
as  you  store  the  informa¬ 
tion.  Information  can  now  be 
posted  to  the  profile  through 
other  functions. 


11.2.2  TO  UPDATE  A  PHYSICIAN  PROFILE 


o  Enter  P  on  the  QA  Profiling  Menu  Screen. 
Press  Return. 


The  Provider  ID  Screen  is  displayed.  The 
cursor  is  at  PROVIDER  ID. 
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o  Enter  the  physician  short  name  or  QA  ID 
Code  to  identify  the  physician  whose  pro¬ 
file  is  to  be  processed.  Press  Return. 


The  Provider  Profile  Screen  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  To  enter  information  in  the  profile, 
type  ALL  or  the  partial  field  label. 
Press  Return. 


Note:  You  will  be  unable  to  modify 
those  fields  whose  values  are 
posted  to  the  profile  from  other 
system  files. 


When  you  have  completed  the  update,  the  cursor 
moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  updates. 


The  Provider  ID  Screen  is  displayed.  The 
cursor  is  at  PROVIDER  ID. 


o  To  update  another  physician's  profile, 
type  the  provider  ID  (short  name  or  QA  ID 
Code).  Press  Return. 
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o  To  return  to  the  QA  Profiling  Menu,  press 
Return  twice  when  the  cursor  is  at  ENTER 
SELECTION. 


o  To  exit  QA  Profiling,  press  Return  at 
ENTER  SELECTION  on  the  QA  Profiling  Menu. 


11.2.3  TO  VIEW  OR  UPDATE  PREVIOUS  SIX  MONTH 
PERIODS  OF  THE  CLINICAL  PRACTICE 
INDICATORS 


o  Enter  P  on  the  User  Entry  Menu. 


o  Identify  the  provider  on  the  Provider  ID 
Screen. 


o  Enter  option  1  in  the  provider  profile 
to  update  and  view  information  page  by 
page  for  the  previous  six  month  period. 
Option  2  allows  you  to  return  page-by- 
page  to  the  current  information. 


NOTE:  The  information  input  is 
stored  for  six  month  periods, 
beginning  with  January  1  or 
July  1,  for  three  years. 


o  To  update  one  field,  type  the  partial 
name  of  the  field  or  type  ALL  to  move  the 
cursor  to  each  field  of  the  screen. 
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o  Enter  information  in  the  fields  as  re¬ 
quired.  If  the  field  label  was  entered 
to  identify  a  specific  field,  the  cursor 
returns  to  ENTER  SELECTION  when  the  up¬ 
date  is  entered.  If  ALL  was  entered,  use 
Entry  Done  to  move  the  cursor  to  ENTER 
SELECTION. 

o  Press  Return  at  ENTER  SELECTION  to  store 
the  update. 


The  Provider  ID  Screen  is  displayed. 


11.2.4  POINTS  TO  REMEMBER 


1.  Only  indicators  that  are  not  calculated 
based  on  approved  Clinical  Records  or  QA 
audit  action  codes  can  be  updated  manually. 


2.  The  clinical  practice  indicators  are 
accumulated  in  six  month  periods  for  three 
years  in  addition  to  the  current  six  month 
period. 


3.  Credential  renewal  data  is  used  to  create  a 
pull  list  of  providers  with  reviews  coming 
up  in  a  specified  time  period. 
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4.  PATIENTS  DISCHARGED  and  PROCEDURES  PERFORMED 
are  automatically  posted  from  approved 
Clinical  Records  data.  Medical  record 
delinquencies  are  posted  seven  days  after 
the  record  becomes  delinquent.  SCREEN 
VARIATIONS  and  TOTAL  DEATHS  are  posted 
automatically  after  the  QA  review  indicates 
that  they  are  to  occur. 


1.0 


11-19 


SEPT  1985 


1 — ~ 


QUALITY  ASSURANCE  TRAINING  AID 


1.0 


11-20 


SEPT  1985 


1 


QUALITY  ASSURANCE  TRAINING  AID 

SECTION  It. 3  BATCH  POSTING 


PROCEDURE  PAGE 

11.3.1  To  Batch  Post  to  Provider's 

Profiles .  11-24 
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\ 

PROFILING  DA!£  _  IIHE  _ 

PERSONAL  OAT  A  -  PRIVACY  ACT  Of  IR74 

BATCH  POSTING  TO  PROVIDER  PROfILE 

1  .  malpractice  claims  piled 

2  -  VAL1DATEO  PATIENT  COMPLAINTS 

3  -  MEO  RtC  DEFICIENCIES 

4  -  VALIOATEO  SURGICAL  TISSUE 

5  -  VALIOATEO  DRUG  VARIATIONS 

6  -  VALIDATED  TRANSFUSION  REACTIONS 

7  -  CONTINUING  TCOICAL  EOUCAftON 
a  -  ACLS  OATES 

9  -  AILS  OATES 
10  -  CPR  DATES 
tl  -  CREDENTIALS  RENCNAL 


ENTER  SElECIIONi 

_ J 


FIGURE  11.3  PROFILING-BATCH  POSTING  >€NU 
SCREEN 
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11.3  BATCH 

ACCESS 

PURPOSE 

DESCRIPTION 


POSTING 


Enter  B  on  the  Profiling  Menu  to 
access  the  Batch  Posting  Selection 
Menu. 


The  Batch  Posting  Process  enables 
you  to  post  data  to  providers'  pro¬ 
files  without  accessing  each  pro¬ 
file.  For  example,  it  is  used  when 
a  group  of  providers  have  attended 
a  continuing  education  course  or 
CPR  certification  renewal. 


The  Batch  Posting  Process  uses  a 
Batch  Posting  Selection  Menu  from 
which  the  profile  field  to  be 
posted  to  is  selected.  Then  all 
the  providers  are  entered  on  a 
single  batch  posting  screen  that 
collects  data  appropriate  to  that 
particular  entry,  along  with  the 
effective  date. 
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11.3.1  TO  BATCH  POST  TO  PROVIDERS '  PROFILES 

o  Enter  P  on  the  User  Entry  Menu, 
o  Enter  B  on  the  Profiling  Menu. 


The  Batch  Posting  Selection  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  the  number  that  appears  to  the 
left  of  the  profile  field  to  which  you 
wish  to  post. 


The  Batch  Posting  Screen  for  the  specific 
profile  field  is  displayed.  The  cursor  is  at 
the  EFFECTIVE  DATE  field. 


o  Enter  the  effective  date.  This  date 
will  be  used  as  the  effective  date  for 
posting  unless  a  specific  date  is 
entered  for  an  individual  provider. 

o  Enter  the  appropriate  information  in 
each  field  specifying  provider,  effec¬ 
tive  date,  and  other  data  as  required 
for  the  specific  profile  data  being 
posted. 
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o  When  all  of  the  providers  have  been  en¬ 
tered,  press  Entry  Done  to  return  to 
ENTER  SELECTION. 


o  Press  Return  at  ENTER  SELECTION  to  post 
to  the  providers'  profiles. 


The  Batch  Posting  Selection  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  To  return  to  the  Profiling  Menu,  press 
Return. 


o  To  return  to  the  User  Entry  Menu,  press 
Return  on  the  Profiling  Menu. 
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PROCEDURE 

11.4.1  To  Produce  a  Profiling  Report... 
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FIGURE  11.4  PROFILING  ICNU 
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11.4  PROFILING  REPORTS 


ACCESS/PRINT  The  Profiling  Report  Selection 
Screen  is  accessed  by  entering  R  on 
the  Profiling  Menu. 


PURPOSE  The  Profiling  Report  Process  en¬ 

ables  you  to  print  the  reports, 
summarizing  the  quality  assurance 
information  related  to  providers  in 
the  facility.  These  reports  are 
described  at  the  end  of  this 
section. 


DESCRIPTION  The  Profiling  Report  Selection  Menu 
lists  the  reports  available.  Once 
a  report  is  selected  from  the  menu, 
the  Report  Run-Time  Information 
Screen  is  displayed.  Profiling  Re¬ 
ports  can  be  printed  or  displayed 
on  the  screen. 

1  -  Credentials  Pull  List.  This 
report  lists  providers  by  specialty 
to  facilitate  pulling  the  provi¬ 
der's  credential  file  and  per¬ 
forming  credential  review.  It 
shows  the  date  of  the  reporting 
period.  __  The  body  of  the  report 
lists  the  provider's  name,  special¬ 
ty,  and  the  dates  for  CPR  and  ACLS 
certifications,  credential  renewal, 
and  license  renewal.  It  is 
produced  monthly  or  on  demand. 
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2  -  Provide!  Procedure  Summary. 
This  report  gives  the  mortality 
rate  by  procedure  for  providers  in 
the  MTF.  It  shows  the  provider  at 
the  top.  The  body  of  the  report 
includes  the  procedure  code  with 
text,  procedures  performed,  the 
number  of  deaths,  mortality  rate, 
and  the  anesthesia  risk  code. 

3  -  Provider  Procedures  Mortality 
Summary.  This  report  summarizes, 
for  a  specified  period  of  time,  the 
procedure  and  mortality  rate  for  a 
provider  for  each  of  the  26  cate¬ 
gories  of  procedure  codes  that  are 
reportable  to  the  DoD.  It  includes 
procedure  text,  procedures  per¬ 
formed,  deaths,  mortality  rate, 
rate  criterion,  and  anesthesia  risk 
codes.  It  is  produced  quarterly 
or  on  demand. 

4  -  Provider  Insufficient  Con¬ 
tinuing  Education.  This  report 
lists  the  providers  whose  con¬ 
tinuing  education  credits  are 
insufficient. 
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11.4.1  TO  PRODUCE  A  PROFILING  REPORT 


o  Select  the  report  from  the  Profiling 
Reports  Menu  Screen: 

1  -  Credential  Pull  List 

2  -  Provider/Procedure  Mortality 

Summary 

3  -  Provider  Procedure  Summary 


o  Enter  the  selection  number  or  list  of 
reports  and  press  Return. 


The  Report  Run-Time  Information  Screen  for  the 
selected  report  is  displayed.  The  cursor  is 
at  the  first  required  field. 


o  Enter  the  required  information  to  specify 
the  parameters  of  the  report;  e.g., 
Provider,  Start  Date,  End  Date. 


Note:  Depending  on  the  report  re¬ 
quested,  a  different  set  of 
parameters  will  be  re¬ 
quired. 
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When  you  have  entered  specific  parameters,  the 
cursor  moves  to  the  PRINTER  COPIES:  field. 


o  Enter  the  number  of  copies,  if  you  wish 
the  report  to  be  printed.  Press  Return. 
If  you  are  reprinting,  enter  R  followed 
by  the  number  of  copies,  then  press 
Return. 


o  If  you  do  not  want  to  print  the  report 
but  wish  to  display  the  report  on  your 
terminal,  leave  this  field  blank  and 
press  Return. 

t  \ 


The  cursor  moves  to  the  next  field:  SELECTION 


o  If  you  do  not  wish  to  change  the  report 
specifications  you  entered,  press  Return 
to  store  the  information  and  run  the 
report . 

o  If  you  wish  to  change  the  specifications, 
enter  ALL  or  the  partial  field  label  of 
the  field  you  want  to  change,  and  press 
Return.  With  the  cursor  at  the  field  you 
identified,  change  the  information  and 
press  Return. 
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The  cursor  moves  back  to  SELECTION. 


o  Press  Return  to  store  the  information  and 
run  the  report. 


The  cursor  moves  to  the  bottom  left  corner  of 
the  screen  indicating  the  report  is  being  pro¬ 
cessed.  The  report  will  appear  on  the  screen 
if  you  left  the  PRINTER  COPIES:  field  blank. 
Or,  the  Profiling  Menu  Screen  is  displayed  if 
if  you  completed  the  PRINTER  COPIES:  field. 


o  If  the  report  is  displayed  on  the  screen, 
use  the  Next  Page  option  to  page  through 
the  report. 


o  Press  Return  at  ENTER  SELECTION  on  the 
last  page  of  the  report  to  redisplay  the 
Report  Selection  Screen. 


The  Report  Selection  Screen  is  displayed. 
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11.5  CHECKPOINT 

Once  you  have  read  this  section  ^review  Lesion. 

6,  System  Functions  of  TUTOR  ME.  Then  perform 
the  exercises  provided  in  your  packet  and  answer 
associated  questions.  -  A 

If  at  any  point  you  are  unable  to  answer  a  .\quHs£- 
tion,  review  the  appropriate  sectioh  of  the 
Training  Aid,  the  tutorial,  or  the  packet  to 
gain  the  understanding  you  need. 
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AQCESS  SITE  SUPPORT  PROCEDURES 


AQCESS  Customer  Support  Group  recommends  that  the 
following  procedures  be  used  at  each  installation 
when  questions  or  problems  arise  regarding  the 
AQCESS  system. 

The  AQCESS  toll-free  telephone  customer  support 
number  is  QOO-368-3325,  or  local  Maryland  access 
301-258-9200.  This  access  number  should  be  used  by 
the  facility  point  of  contact  from  7:00  a.m.  until 
11:00  p.m.  EST,  Mondays  through  Thursdays  and  from 
7:00  a.m.  until  8:00  p.m.  Fridays. 

When  contacting  AQCESS  Customer  Service,  the  facil¬ 
ity  point  of  contact  should  identify  himself  to  the 
operator  by  name,  give  the  facility  name,  say  that 
the  call  is  regarding  the  AQCESS  system,  and  give  a 
telephone  number  that  the  customer  service  repre¬ 
sentative  can  use  to  return  the  call  if  necessary. 
The  operator  will  route  the  telephone  call  to  an 
AQCESS  customer  service  representative  who  will  loo 
che  call  and  assist  in  resolving  the  problem. 

All  written  correspondence  should  be  mailed  to  the 
following  address: 

AQCESS  Customer  Support 
1300  Piccard  Drive,  Suite  101 
Rockville,  Maryland  20850 
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1.  INTRODUCTION 


This  Training  Aid  is  intended  to  give  you  the 
basic  information  necessary  to  perform  System 
Management  functions  at  your  facility.  Section 
1  introduces  you  to  AQCESS  in  general,  describ¬ 
ing  many  of  the  features  common  to  the  system  as 
a  whole.  It  also  provides  an  overview  of  the 
functions  you  perform  through  System  Management. 

Part  2  of  this  Training  Aid  describes  the  System 
Management  functions  related  to  the  AQCESS  soft¬ 
ware,  giving  general  information  on  each  func¬ 
tion,  then  detailing  the  procedures  involved. 

The  procedure  sections  list  each  step  necessary 
to  perform  the  function.  Each  action  you  take 
is  signified  by  a  bullet  (o)}  each  action 
performed  by  the  system  appears  enclosed  in  a 
box. 

Part  3  addresses  hardware  operations,  giving  an 
overview  of  each  procedure  and  detailing  the 
steps  to  be  followed  to  perform  it.  Again, 
actions  you  take  are  bulleted.  Section  21  of 
this  part  describes  the  configuration  of  the  ‘ 
hardware  you  will  be  using.  Sections  22  through 
24  describe  power  up,  power  down,  start  up,  and 
shut  down  procedures.  These  procedures  are  also 
summarized  on  a  card,  accompanying  this  docu¬ 
ment,  which  can  be  attached  to  the  operator's 
console. 

A  glossary  of  terms  related  to  AQCESS  is  in¬ 
cluded  in  Appendix  A  at  the  end  of  this  volume. 
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1.1  INTRODUCTION  TO  AQCESS 


AQCESS,  the  Automated  Quality  of  Care  Evaluation 
Support  System,  is  a  computerized  system  in¬ 
tended  to  support  quality  of  care  and  patient 
administration  processing.  This  system  has  six 
basic  objectives: 

o  To  improve  the  quality  and  timeliness  of 
the  evaluation  of  health  care; 

o  To  support  Patient  Administration 
functions; 

o  To  support  Clinical  Records  processing; 

o  To  support  the  Medical  Services 
Accounting  Office; 

o  To  support  Outpatient  Appointing  and 
Scheduling  functions; 

o  To  provide  Ad  Hoc  Reporting  capability. 

AQCESS  will  make  it  easier  for  MTF  personnel  to 
keep  and  process  accurate  data,  and  make  that 
data  available  to  system  users  wno  need  it. 
Specifically,  AQCESS  can  help  MTF  personnel: 

o  Reqister,  admit,  and  disposition 
patients; 

o  Keep  track  of  patients'  ward,  clinical 
service,  and  physician  assignments; 

o  Track  patients  who  are  absent  from  the 
MTF; 
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o  Complete  the  medical  record  and  prepare 
monthly  reports  for  submission  to  higher 
command; 

o  Maintain  figures  on  resource  use,  like 
bed  days; 

o  Produce  forms  and  reports  for  individual 
patients  and  for  the  MTF  as  a  whole; 

o  Monitor  quality  of  care  indicators,  and 
identify  occurrences  that  could 
adversely  affect  the  quality  of  health 
care; 

o  Identify,  document,  and  track  quality  of 
care  problems; 

o  Maintain  provider  profile  and 
clinical  indicator  data; 

o  Calculate  patient  charges  based  on  A&D 
data; 

o  Support  automated  accounting  with 
on-line  payment  posting  and  one  time 
charges  posting; 

o  Support  recording  of  Dining  Hall  monies 
and  reporting  of  Group  Meal  Sales; 

o  Automatically  distribute  payments  to 
accounting  funds  and  create  cash 
collection  vouchers; 

o  Provide  automated  reporting  to  manage 
the  accounting  function; 
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o  Provide  outpatient  clinics  with  a  method 
of  appointing  individual  patients  to  a 
specific  HCP  and  Clinic; 

o  Create  and  maintain  unique  AQCESS 
reports. 


AQCESS  accomplishes  its  objectives  through  seven 
subsystems: 

o  Admission  and  Disposition  (A&D) 
o  Clinical  Records  (CR) 
o  Quality  Assurance  (QA) 
o  System  Management  (SM) 
o  Medical  Services  Accounting  (MSA) 
o  Ad  Hoc  Report  Generator  (Ad  Hoc) 
o  Appointing  and  Scheduling  Module  of  the 
Outpatient  Encounter  Subsystem  (A&S) 

These  subsystems  are  made  up  of  functions  or 
processes,  as  shown  on  the  next  page. 
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ADMISSION  &  DISPOSITION  SUBSYSTEM 
Patient  Identification  (PTID) 
Registration 
Admission 
Transfer 
Disposition 
Correction  Management 
Bed  Management 
Inpatient  History 
Patient  Inquiry 
R/ADT  Reports 

CLINICAL  RECORDS  SUBSYSTEM 

Clinical  Records 
Clinical  Records  Reports 

QUALITY  ASSURANCE  SUBSYSTEM 

Quality  Assurance 
Profiling 

SYSTEM  MANAGEMENT  SUBSYSTEM 

System  Management 

MEDICAL  SERVICES  ACCOUNTING 
SUBSYSTEM 

Cashier  Processing 
Medical  Services  Accounting 
MSA/Business  Office  Reports 

AD  HOC  REPORT  GENERATOR 

OUTPATIENT  ENCOUNTER  SUBSYSTEM 
Appointing  &  Scheduling  Module 


AQCESS  SUBSYSTEMS  AND  FUNCTIONS 
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Training  The  following  sections  give  you  an 
Yourself  overview  of  various  features  of 
to  Use  using  AQCESS.  For  more  detailed 

AQCESS  information,  you  can  consult  the 

A&D,  Clinical  Records,  Quality 
Assurance,  Medical  Services 
Accounting,  Outpatient  Encounter 
Appointing  &  Scheduling,  and  Ad  Hoc 
Report  Generator  Training  Aids,  and 
the  AQCESS  online  Tutorial.  The 
Tutorial  consists  of  lessons  on  how 
to  use  the  system.  It  also  allows 
you  to  use  the  system  in  training 
•  mode  to  see  how  AQCESS  operates, 
without  interfering  with  "real"  MTF 
data. 

1.1.1  USING  AQCESS 


What  makes  AQCESS  run  is  the  data  you  enter  into 
it.  You  enter  and  update  data  on  the  system  by 
means  of  a  DEC  terminal,  which  consists  of  a 
keyboard  that  looks  like  a  sophisticated  type¬ 
writer  keyboard,  and  a  Cathode  Ray  Tube  Screen 
(CRT)  that  resembles  a  television  screen. 


The  Key-  You  use  the  keyboard  to  type  in 
board  data  that  will  go  into  the  system. 

In  addition  to  the  letter  and  num¬ 
ber  keys,  this  keyboard  has  other 
keys  that  you  use  to  communicate 
with  the  computer  about  the  data 
you  type  in.  The  chart  on  the  fol¬ 
lowing  page  summarizes  the  use  of 
these  keys.  For  more  information, 
see  the  AQCESS  Tutorial,  Lesson  2. 
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Name  & 
Symbol 

Used 

With 

When  You  Press  this  Key: 

Return 

Cursor  moves  from  field  to 
field.  Used  at  the  end  of  a 
screen,  Return  transmits  the 
data  entered  to  the  system  for 
storage. 

Shift 

Many 

Keys 

The  top  character  of  a  two- 
character  key  is  entered,  as 
on  a  standard  typewriter. 

Help 

The  screen  displays  informa¬ 
tion  about  the  data  field  you 
are  in,  such  as  length,  type, 
and  format  of  the  data  you  can 
enter.  Also  displays  codes 
that  can  be  entered  in  that 
field. 

Explain 

Error 

The  screen  displays  a  detailed 
explanation  of  the  error  mes¬ 
sage  that  is  being  displayed. 

Back-up 

Cursor  moves  back  one  field  at 
a  time.  Cursor  must  be  at  the 
first  character'of  the  field 
when  you  press  Back-up.  This 
key  doesn’t  work  at  the  first 
field  on  the  screen. 

Entry 

Done 

Cursor  skips  the  remaining 
fields  on  the  screen  and  moves 
to  the  bottom  of  the  screen. 

SPECIAL  FUNCTION  KEYS  (page  1) 
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Name  & 
Symbol 

Used 

With 

When  You  Press  this  Key: 

ALL 

Cursor  moves  from  bottom  of 
screen  to  the  first  accessible 
field  on  the  screen;  you  can 
access  any  updateable  field  on 
the  screen  and  enter  data. 

Delete 

DEL 

Cursor  backs  up  one  space  and 
deletes  whatever  letter  occu¬ 
pied  that  space.  Used  to  de¬ 
lete  typographical  errors  that 
were  just  entered. 

Clear 

Data 

All  the  data  entered  in  a 
field  is  erased.  Cursor  must 
be  at  first  character  in  a 
field  when  this  key  is 
pressed. 

Cancel 

The  system  abandons  what  you 
have  been  doing.  No  data 
entered  immediately  before 
cancelling  is  stored.  You 
return  to  the  previous 
processing  function  or  screen. 

CTRL 

P 

The  screen  being  displayed  is 
printed  at  the  printer  asso¬ 
ciated  with  your  terminal. 

SPECIAL  FUNCTION  KEYS  (page  2) 
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The  Screen  A  screen  is  a  display  that  appears 
on  your  CRT  in  a  certain  format. 

An  area  of  the  screen  where  data 
can  be  typed  is  called  a  field. 

The  cursor  is  a  blinking  rectangle 
that  shows  you  where  the  first 
character  of  data  will  be  entered. 

There  are  two  types  of  screens: 
menu  screens  and  data  entry 
screens.  Menu  screens  list  func¬ 
tions  you  can  perform. and  allow  you 
to  choose  a  function  by  entering 
the  letter  or  number  representing 
it  in  a  selection  field. 

Data  entry  screens  are  arrangements 
of  fields  in  which  you  can  enter 
data.  The  lower  portion  of  most 
data  entry  screens  contains  a  sub¬ 
menu,  listing  functions  you  can 
perform  at  this  screen. 

A  screen  segment  is  a  group  of  re¬ 
lated  data  fields  that  can  replace 
part  of  a  data  entry  screen.  The 
area  in  which  alternate  screen 
segments  can  be  displayed  is  called 
a  screen  window. 

Some  fields  on  screens  are  re¬ 
quired, '-meaning  that  you  must  enter 
data  in  them,  [f  data  is  not  en¬ 
tered  in  a  required  field,  an  error 
message  will  be  displayed.  On  the 
other  hand,  some  fields  cannot  be 
used  because  they  do  not  apply  to 
your  military  department;  you  will 
not  be  able  to  access  these  fields. 
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Entering 

Data 


Examples  of  AQCESS  screens  appear 
throughout  this  Training  Aid, 
illustrating  the  System  Management 
functions. 


Usually,  the  first  time  you  access 
a  screen,  the  cursor  will  be  posi¬ 
tioned  at  the  first  field  where  you 
can  enter  data.  You  must  begin 
your  entry  at  the  first  character 
in  the  field. 

You  can  update,  or  change  data  on  a 
screen  by  typing  over  it.  To  move 
the  cursor  to  a  field  you  wish  to 
update,  you  can  (1)  type  the  label 
of  that  field,  or  part  of  the  la¬ 
bel,  at  ENTER  SELECTION,  and  press 
Return.  When  you  have  entered  the 
update,  the  cursor  will  return  to 
ENTER  SELECTION.  Or  (2)  you  can 
type  ALL  to  go  to  each  field  on  the 
screen.  The  cursor  will  return  to 
ENTER  SELECTION  after  the  last 
field  on  the  screen. 

When  you  have  finished  an  initial 
data  entry  or  an  update,  the  cursor 
is  at  ENTER  SELECTION.  To  store 
the  data  you  have  just  entered, 
press  Return.  No  data  is  actually 
stored  on  the  system  until  you  do 
this. 
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Errors  and 
Edits 


Validity 

Edits 


AQCESS  checks  data  as  you  enter  it. 
This  checking  process  is  called 
editing.  There  are  two  types  of 
edits:  validity  and  consistency 

editing. 

Validity  edits  are  performed  as  you 
enter  data  in  each  field.  They 
check  to  see  whether  the  data  you 
enter  fits  the  parameters  set  up 
for  the  individual  field.  For 
example,  if  you  enter  a  date  of 
March  35th  or  a  Social  Security 
Number  like  123-AB-4566,  validity 
edits  will  detect  this  as  an 
error. 

For  some  fields  there  is  a  list  of 
the  codes  that  can  be  entered  (this 
list  is  called  a  system  table). 
Validity  edits  determine  whether 
the  code  you  entered  exists  on  the 
table  or  not. 

When  you  enter  invalid  data,  a  beep 
sounds  and  an  error  message,  like 
INVALID  ENTRY,  appears  at  the  bot¬ 
tom  of  the  screen,  along  with  a 
description  of  the  kind  of  data  or 
a  list  of  codes  that  can  be  en¬ 
tered.  The  cursor  goes  to  the 
beginning  of  the  incorrect  field, 
and  you  must  enter  valid  data  be¬ 
fore  you  can  go  on.  (You  can  press 
Return,  and  that  field  will  redis¬ 
play  what  it  contained  before, 
either  previous  data,  or  8  blank.) 
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Consistency  Consistency  edits  are  performed 

Edits  after  you  have  completed  data  entry 

on  an  entire  screen.  Consistency 
edits  check  whether  relationships 
between  data  entered  in  different 
fields  are  correct.  Data  entered 
in  one  field  may  be  incompatible 
with  data  entered  in  another  field 
on  the  screen,  for  example,  when 
you  indicate  in  one  field  that  a 
patient  is  active  duty  and  in 
another  field  that  the  patient  is 
12  years  old.  Consistency  edits 
would  detect  this  as  an  error. 

When  a  consistency  error  is  found, 
an  error  message  is  displayed  and 
the  cursor  moves  to  the  first  field 
in  the  inconsistent  relationship. 
If  you  press  Return,  the  cursor 
will  go  to  the  next  field  involved 
in  the  error.  You  can  change  any 
of  the  fields  involved.  When  the 
error  is  corrected,  the  cursor 
returns  to  ENTER  SELECTION. 

Warnings  Usually  you  must  correct  a  consis¬ 
tency  error  before  you  can  go  on. 
Occasionally  you  are  given  a  warn¬ 
ing  of  a  condition  that  may  or  may 
not  be  inconsistent.  Warning  error 
messages  are  followed  by  the 
question,  OVERRIDE?  To  override 
the  message,  and  indicate  that  this 
data  is  actually  correct,  enter  Y. 
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AQCESS  Not  only  does  AQCESS  edit  and  store 

Reports  data  and  make  it  available  to  those 

who  need  it,  AQCESS  can  also  manip¬ 
ulate  data.  It  can  select  and 
format  data  and  print  it  in  the 
form  of  reports  for  use  in  your  MTF 
and  for  submission  to  higher  com¬ 
mand.  This  will  eliminate  the 

hours  of  work  involved  in  manually 

preparing  reports.  And  since  pro¬ 
duction  is  faster,  reports  can  be 
more  timely  and  more  useful  to  MTF 
staff. 

System  Because  AQCESS  processes  highly 

Security  sensitive  data  on  patient  care,  a 
number  of  provisions  have  been 
designed  to  protect  the  security  of 
the  system.  Among  these  features 
are  the  following: 

o  Each  user  is  assigned  a  private 
user  ID  and  password,  which  are 
used  to  gain  access  to  the  sys¬ 
tem.  Associated  with  each  user 
ID  and  password  are  the  system 
capabilities  this  user  is  au¬ 
thorized  to  perform.  Also 
associated  with  each  user  ID  and 
password  are  the  Clinic  capabi¬ 
lities  this  user  is  authorized 
to  book  into,  view  only,  or 
neither  book  nor  view. 

o  Screens  time  out,  or  are  erased 
from  the  CRT,  if  no  data  is  en¬ 
tered  or  no  function  key  is 
pressed  within  a  specified 
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length  of  time.  This  prevents 
unattended  terminals  from  being 
accessed  by  unauthorized 
personnel . 

o  The  capabilities  that  can  be 
performed  at  each  terminal  are 
also  designated. 

o  Some  reports  are  defined  as 
"secure"  reports  and  may  only  be 
printed  on  the  primary  printer 
for  the  report. 
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1.1.2  THE  MAILBOX  FUNCTION 


ACCESS  The  Mailbox  function  is  accessed  by 

entering  MX  on  the  User  Entry  Menu. 

PURPOSE  The  Mailbox  function  enables  you  to 

send  'mail'  to  other  users.  Mes¬ 
sages  can  be  viewed  on  the  screen 
or  printed  on  paper*  acknowledged 
(returned  to  sender  with  or  without 
notation),  and  deleted. 


DESCRIPTION  The  Mailbox  function  is  comprised 
of  two  screens:  the  Mailbox  Message 
Screen  and  the  Mailbox  Candidate 
Message  Screen.  The  Mailbox  Mes¬ 
sage  Screen  is  used  to  send, 
acknowledge,  or  delete  a  message. 
The  Mailbox  Candidate  Message 
Screen  is  used  to  select  a  particu¬ 
lar  message  from  a  group  of  mes¬ 
sages  for  viewing. 

OPTIONS  On  the  Mailbox  Message  Screen: 

1  -  DELETE  MESSAGE  enables  you  to 

delete  a  message  from  your 
mailbox. 

2  -  ACKNOWLEDGE  MESSAGE  enables  you 

to  communicate  to  a  sender  that 
you  have  receive  his  or  her 
message . 
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3  -  ACKNOWLEDGE/DELETE  MESSAGE  en¬ 
ables  you  to  acknowledge  a  mes¬ 
sage  and  to  delete  it  from  your 
mailbox. 

On  the  Mailbox  Candidate  Message 

Screen: 

S  -  SEND  A  MESSAGE  enables  you  to 
send  a  new  message.  This  op¬ 
tion  is  used  to  access  a  blank 
Mailbox  Message  Screen. 
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1.1. 2.1  TO  SEND  A  MESSAGE 

o  Enter  MX  on  the  User  Entry  Menu  Screen. 
Press  Return. 


The  Maibox  Menu  Screen  is  displayed.  The  FROM 
field  defaults  to  your  User  ID.  The  DATE/TIME 
OF  MESSAGE  field  defaults  to  the  current  date 
and  time.  The  cursor  is  at  the  TO  field. 


o  Enter  the  User  ID  of  the  individual  who 
should  receive  your  message.  Press 
Return. 


The  cursor  moves  to  MESSAGE  SUMMARY 


o  Enter  a  short  description  of  the 
message.  Press  Return. 


The  cursor  moves  to  the  first  character  posi- 
tion  of  the  message  box. 


o  Enter  the  message.  Press  Entry  Done 
when  the  message  is  complete. 
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The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  send  the  message  to  the 
receiver. 


The  User  Entry  Menu  Screen  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 
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1.1. 2.2  TO  VIEW  A  FCSSAGE 


If  you  have  a  message  in  your  mailbox,  the 
system  will  display  the  following  at  the 
bottom  of  the  User  Entry  Menu  Screen:  MAILBOX 
MESSAGES  WAITING  -  ENTER  MX  FOR  MAILBOX 
FUNCTION. 


o  Enter  MX  at  ENTER  SELECTION.  Press 
Return. 


The  Mailbox  Candidate  Messages  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  the  number  identifying  the  message 
you  wish  to  view.  Press  Return. 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


Note:  Only  10  messages  can  be 
listed  on  the  Mailbox  Candi¬ 
date  Messages  Screen  at  one 
time.  If  you  have  accumu¬ 
lated  10  messages,  the  sys¬ 
tem  will  notallow  you  to 
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send  mail.  You  must  delete 
stored  messages  to  reinstate 
the  capability.  Messages 
which  you  wish  to  save  can 
be  printed  using  the  CTRL  P 
function  at  ENTER  SELECTION. 


To  delete  a  message: 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  1  at  ENTER  SELECTION.  Press 
Return. 


The  message  is  deleted.  The  User  Entry  Menu 
is  displayed. 


To  acknowledge  a  message: 

1.  If  you  wish  to  send  an  acknowledgment  mes¬ 
sage  back  to  the  sender: 


The  selected  Mailbox  Message  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELECTION. 
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o  Enter  ALL.  Press  Return. 


The  cursor  moves  to  the  TO  field. 


o  Press  Return  until  you  move  the  cursor 
into  the  messsge  box.  Enter  the  mes- 
ssge.  Press  Entry  Done  when  the  message 
is  complete. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Enter  2  at  ENTER  SELECTION.  Press  Retur 


Note:  If  you  wish  to  acknowledge 
the  message  and  also  delete 
it  from  your  mailbox,  enter 
3  at  ENTER  SELECTION. 


The  system  will  send  the  acknowledgment  mes¬ 
sage  to  the  sender.  The  User  Entry  Menu 
screen  is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 


2.  If  you  wish  to  acknowledge  receipt  of  a 
message  but  you  do  not  want  to  send  a  new 
message  back  to  the  original  sender: 
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The  selected  Mailbox  Message  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  2  at  ENTER  SELECTION.  Press  Retur 


Note:  If  you  wish  to  acknowledge 
the  message  and  also  delete 
it  from  your  mailbox,  enter 
3  at  ENTER  SELECTION. 


The  system  will  send  an  acknowledgment  to  the 
sender.  The  User  Entry  Menu  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 
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1.2  INTRODUCTION  TO  SYSTEM  MANAGEMENT 


System  Management  consists  of  two  areas  of  re¬ 
sponsibility!  regulating  the  functioning  of  the 
AQCESS  software  at  your  MTF  and  regulating  the 
operations  of  the  hardware  on  which  AQCESS  runs. 

Through  the  System  Management  subsystem  re¬ 
ferred  to  in  Section  1.1,  you  can  perform 
functions  that  govern  some  aspects  of  AQCESS 
software  functioning.  You  access  the  System 
Management  subsystem  through  the  system* s  User 
Entry  Menu.  On  its  screens  you  enter,  update, 
or  view  data  that,  for  example,  controls  the 
assignment  of  register  numbers  to  patient 
records.  The  System  Management  subsystem  and 
the  System  Management  screens  are  described  in 
detail  in  the  second  part  of  this  Training  Aid. 

AQCESS  hardware  operations  at  your  MTF  are 
controlled  through  use  of  procedures  that  are 
listed  on  the  operations  Main  Menu  that  is 
displayed  on  the  system  console.  This  menu 
lists  such  functions  as  saving  the  training 
database  or  listing  the  current  status  of  all 
active  jobs  on  the  system.  These  functions  are 
described  in  detail  in  the  third  part  of  this 
Aid.  This  third  part  also  describes  the 
system's  hardware  configuration,  and  the 
procedures  for  powering  up,  powering  down, 
starting  up,  and  shutting  down  the  AQCESS 
hardware  at  your  MTF. 
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The  following  lists  the  responsibilities  of  the 
System  Manager  for  ongoing  management  of  the 
AQCESS  software  and  hardware. 


Software- 

Related 

Functions 


o  Maintaining  the  system  tables 
that  are  specific  to  your  MTF; 
especially,  assigning  reports 
to  printers,  adding  codes  for 
physicians,  updating  informa¬ 
tion  on  clinical  services,  set¬ 
ting  the  length  of  time  before 
time-out  for  each  system  func¬ 
tion,  and  setting  up  and  main¬ 
taining  the  clinic. 


o  Maintaining  MTF  Profile  data, 
such  as  the  MTF  name  and  code, 
the  number  of  days  before  medi¬ 
cal  records  are  considered  de¬ 
linquent,  and  the  automatic  or 
manual  assignment  of  register 
numbers  to  records. 


o  Reserving  blocks  of  register 
numbers  for  manual  assignment  to 
records. 

o  Assigning  user  IDs,  passwords, 
and  system  privileges  to  AQCESS 
users,  and  freeing  locked  user 
IDs;  assigning  clinic  capabili¬ 
ties  to  user  IDs  and  passwords. 

o  Assigning  system  capabilities  to 
AQCESS  terminals,  and  freeing 
locked  terminals. 
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Hardware- 
Related 
F  unct ions 


o  Powering  up,  powering  down, 
starting  up,  and  shutting  down 
the  hardware  running  at  your 
MTF. 


o  Obtaining  a  system  status  of  all 
currently  active  jobs  on  the 

system. 

o  Producing  the  listing  of 

software  errors  that  have 

occurred. 


o  Setting  up  devices,  when  adding 
or  moving  terminals  or  printers. 

o  Verifying  the  integrity  of 
system  data  (usually  in  case  of 
an  abnormal  shutdown). 

o  Saving  (or  copying)  and  loading 
the  training  database. 

o  Broadcasting  messages  to  system 
terminals. 

o  Backing  up  the  system  (i.e., 
saving  the  information  on  disk 
to  a  backup  tape). 

o  Producing  Clinical  Records 
monthly  reporting  to  higher 
commands  (i.e.,  the  Coding 
Transcript  Tapes). 

o  Listing  a  summary  of  disk  space 
usage  (the  Tally  Disk  Blocks 
Report) . 
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o  Starting  up  and  shutting  down 
the  DEERS  interface. 

o  Archiving  records  to  tape. 

o  Managing  the  Caretaker  utili¬ 
ties. 

o  Setting  the  system  date  and 
time. 

o  Updating  AQCESS  software  and 
viewing  status  utilities. 

o  Creating  the  System  Manager's 
user  ID  and  password. 
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2.  THE  SYSTEM  MANAGEMENT  FUNCTION 


ACCESS  To  access  the  System  Management 

function,  enter  S  on  the  User  Entry 
Menu  Screen  and  press  Return.  The 
System  Management  Menu  Screen  will 
be  displayed. 


PURPOSE  The  System  Management  function  en¬ 

ables  you  to  enter  and  update  data 
that  regulates  how  AQCESS  operates 
and  maintains  system  security. 
Specifically,  through  System  Man¬ 
agement  you  can: 

o  Modify,  view,  or  print  system 
tables 

o  Maintain  hospital  profile  data 
o  Manage  the  assignment  of  regis¬ 
ter  numbers 

o  Maintain  user  ID/terminal  secu¬ 
rity. 

OPTIONS  The  System  Management  Menu  Screen 

lists  the  functions  you  can  perform 
through  System  Management.  These 
functions  are: 

T  -  MTF  TABLE  MAINTENANCE  enables 
you  to  change,  add,  or  delete 
entries  on  system  tables. 

L  -  TABLE  LIST  enables  you  to  view 
a  list  of  all  system  tables  and 
print  out  hard  copies  of  the 
tables. 
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P  -  MTF  PROFILE  MAINTENANCE  enables 
you  to  enter  and  update  data  that 
regulates  some  aspects  of  AQCESS 
functioning  at  your  MTF  (e.g., 
whether  register  numbers  are  to  be 
assigned  automatically  or 
manually). 

R  -  REGISTER  NUMBER  MAINTENANCE  en¬ 
ables  you  to  reserve  or  release 
blocks  of  patient  register  numbers. 

U  -  USER  ID/TERMINAL  MAINTENANCE 
enables  you  to  maintain  system 
security  by  assigning  and  main¬ 
taining  user  ID  and  terminal  capa¬ 
bility  profiles. 

To  access  one  of  these  functions,  select  the 
letter  to  the  left  of  the  entry  on  the  Menu  and 
press  Return. 


NOTE:  Since  the  modifications  you  make  in 
System  Management  may  impact  other 
users,  be  sure  to  use  System  Manage¬ 
ment  only  when  no  one  else  is  signed 
on  to  the  system. 

NOTE:  Only  one  person  at  a  time  can  be 
signed  on  to  System  Management. 
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3.  T  -  MTF  TABLE  MAINTENANCE 


ACCESS  To  display  the  Table  Maintenance 

Screen,  enter  T  on  the  System 
Management  Menu  Screen  and  press 
Return. 


PURPOSE  Using  Table  Maintenance  you  can 

view  or  change  individual  items  on 
system  tables,  or  add  items  to 
tables. 


DESCRIPTION  On  the  Table  Maintenance  Screen  you 
choose  whether  to  change,  add,  or 
view  information  on  a  table  item. 
Then  you  identify  the  table  and 
enter  the  code  of  the  item  you  want 
to  change,  add,  or  view. 


OPTIONS  C  -  CHANGE  EXISTING  enables  you  to 
modify  information  related  to  an 
existing  table  item. 

A  -  ADO  NEW  ITEM  enables  you  to  add 
items  to  a  table. 

V  -  VIEW  EXISTING  ITEM  enables  you 
to  look  at  a  table  item  and  the 
information  about  it. 
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3.1  MORE  INFORMATION  ABOUT  SYSTEM  TABLES 


Through  Table  Maintenance,  you  can  change,  add, 
or  view  a  table  item'8  code  and  description,  and 
other  information  or  edit  flags  associated  with 
the  item. 

The  code  is  how  the  item  is  entered  on  the 
screen.  The  description  is  what  the  code  stands 
for.  For  example,  one  code  on  the  Religion 
Table  is  CAT,  and  its  description  is  "Roman 
Catholic." 

In  addition  to  the  code  and  description,  a  table 
item  can  have  a  number  of  pieces  of  information 
associated  with  it.  These  types  of  information 
vary  depending  on  the  table.  For  example,  the 
Primary  Provider  Table  also  includes  the  phy¬ 
sician's  Social  Security  Number  and  medical 
specialty. 

Many  tables  have  service  flags,  which  specify 
the  military  department  for  which  each  table 
item  is  valid  (A  =  Army,  F  =  Air  Force,  and  N  = 
Navy). 

Table  items  can  also  have  edit  flags  associated 
with  them.  An  edit  flag  is  a  number  that  cate¬ 
gorizes  the  code  for  editing  and  other  process¬ 
ing.  (See  the  AQCESS  Tutorial  and  Section  1  of 
this  Training  Aid  for  more  information  about 
edits. ) 
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For  example,  on  the  Disposition  Type  Table,  each 
code  has  an  edit  flag  that  specifies  that  the 
code  is  either  for: 

1  -  Military  only 

2  -  Civilian  only 

3  -  Both. 

A  disposition  type  such  as  DUTY  may  have  an  edit 
flag  of  1,  meaning  that  DUTY  can  be  entered  for 
a  military  patient  only.  If  you  enter  a 
disposition  type  of  DUTY  for  a  civilian  patient, 
the  AQCESS  edits  will  detect  this  as  an  error. 


NOTE:  You  can  only  change  or  add  items  to 

system  tables  that  contain  information 
specific  to  your  MTF,  such  as  adding 
the  code  for  a  new  physician  on  your 
staff.  If  you  try  to  modify  a  table 
that  is  not  specific  to  your  MTF 
alone  (e.g.,  the  Rank  Table),  an  error 
message  will  be  displayed. 


The  following  sections  tell  you  how  to  change, 
add,  or  view  a  table  item. 
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3.2  TO  CHANGE  AN  EXISTING  TABLE  ITEM 

o  On  the  System  Management  Menu  Screen, 
enter  T  and  press  Return. 


The  Table  Maintenance  Screen  is  displayed. 


o  Enter  C  and  press  Return. 


The  TABLE  ID  field  is  displayed. 


o  Enter  the  number  of  the  table  you  want. 
(If  you  don't  know  the  table  number,  use 
Help  to  see  a  list  of  the  system  tables 
and  their  numbers.)  Press  Return. 


The  title  of  the  table  is  displayed,  and  a 
blank  CODE  field  appears. 


o  Enter  the  code  of  the  item  you  want  to 
change.  (If  you  don't  know  the  code,  use 
Help  to  see  a  list  of  all  the  codes  in 
this  table.)  Press  Return. 
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TABLE  MAINTENANCE  SCREEN 
CHANGING  AN  EXISTING  ITEM 
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The  description  of  this  code  is  displayed; 
the  cursor  is  under  the  first  letter  of  the 
description. 


o  To  change  the  description  of  this  code, 
type  another  description  and  press 
Return. 

o  To  leave  the  description  as  is  and  have 
the  next  piece  of  information  or  edit 
flag  displayed,  just  press  Return. 

o  Continue  to  press  Return  to  see  each 
piece  of  information  in  turn,  and  update 
as  necessary. 


The  FLAGS  field  displays  a  list  of  edit  flags 
for  this  item,  if  any  (e.g.,  33112).  The 
screen  also  displays  the  short  table  that  de¬ 
fines  the  first  flag,  and  the  prompt,  ENTER 
FLAG  1. 


NOTE:  If  an  edit  flag  is  zero,  none  of  the 

definitions  on  the  short  table  applies 
to  it. 

o  To  change  the  first  edit  flag,  type  in 
another  number  from  the  short  table,  and 
press  Return.  (To  change  an  edit  flag  to 
zero,  use  the  Clear  Data  key.) 
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o  To  leave  the  first  edit  flag  as  is  and 
see  the  next  flag,  just  press  Return. 

o  Continue  this  procedure  for  each  of  the 
edit  flags  that  apply  for  this  item. 


When  all  the  edit  flags  for  this  table  have 
been  displayed  in  turn,  the  FLAGS  field  will 
show  the  list  of  edit  flags  as  you  updated 
them. 


o  Continue  to  view  or  update  the  informa¬ 
tion  that  applies  to  this  table  item,  and 
press  Return  after  each. 


When  all  the  information  for  the  table  item 
has  been  displayed  (and  updated)  you  will  see 
the  message,  IS  EVERYTHING  CORRECT? 


o  Enter  Y  to  store  the  updates  you  have 
just  entered.  Nothing  will  be  stored 
unless  you  enter  Y  here. 
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The  cursor  will  return  to  a  blank  CODE  field. 


o  To  change  another  code  on  this  table, 
enter  it  here  and  press  Return.  Or  press 
Return  only  to  return  to  the  TABLE  ID 
field. 

o  At  the  TABLE  ID  field,  you  can  enter  the 
number  of  another  table  to  be  changed. 

Or  press  Return  to  move  to  ENTER  SELEC¬ 
TION  and  choose  another  option  from  the 
Table  Maintenance  Menu. 
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3.3  TO  ADO  A  NEW  TABLE  ITEM 


o  On  the  System  Management  Menu  Screen, 
enter  T  and  press  Return. 


The  Table  Maintenance  Screen  is  displayed. 


o  Enter  A  and  press  Return. 


The  TABLE  ID  field  is  displayed. 


o  Enter  the  number  of  the  table  you  want. 
(If  you  don't  know  the  table  number,  use 
Help  to  see  a  list  of  the  system  tables 
and  their  numbers.)  Press  Return. 


The  title  of  the  table  i3  displayed,  and  a 
blank  CODE  field  appears. 


o  Enter  the  code  or  number  of  the  item  you 
want  to  add  to  the  table. 
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TABLE  MAINTENANCE  SCREEN 
AGOING  A  TABLE  ITEM 
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If  this  code  is  already  on  the  table,  an  error 
message  is  displayed,  and  the  cursor  returns 
to  the  CODE  field,  where  you  can  enter  an¬ 
other  code.  If  the  code  is  not  already  on 
the  list,  the  DESCRIPTION  field  is  displayed. 


o  Enter  the  description  for  this  item  and 
press  RETURN. 


The  screen  will  prompt  you  to  enter  the  next 
applicable  piece  of  information  or  edit  flag. 


o  Enter  the  information  needed  and  press 
Return. 

For  example,  if  you  are  adding  a  phys¬ 
ician  code  to  the  Primary  Provider  Table, 
you  will  see  the  prompt  SPECIALTY.  Enter 
the  medical  specialty  of  the  physician 
you  are  adding  and  press  Return. 

NOTE:  Remember  to  use  Help  if  you  don't  know 
what  to  enter  in  the  information 
fields. 

NOTE:  Some  of  these  fields  require  you  to 
enter  data;  an  error  message  will  be 
displayed  if  you  do  not.  Other  fields 
are  not  required. 
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o  If  you  do  not  wish  to  make  an  entry, 
leave  the  field  blank.  If  you  leave  an 
edit  flag  blank,  a  zero  will  appear  in 
the  FLAGS  field. 

o  Continue  entering  all  the  necessary  in¬ 
formation  about  this  new  item,  pressing 
Return  after  each  entry. 


When  you  have  finished  entering  this  informa¬ 
tion,  you  will  see  the  message,  IS  EVERYTHING 
CORRECT? 


o  Enter  Y  to  store  the  new  item  on  the 
table.  (Nothing  will  be  stored  if  you 
don't  enter  Y.) 


The  cursor  will  return  to  a  blank  CODE  field. 


o  You  can  enter  another  code  to  be  added  to 
this  table,  or  press  Return  to  go  to  the 
TABLE  ID  field. 

o  At  the  TABLE  ID  field,  you  can  enter  the 
number  of  another  table  to  which  you  want 
to  enter  an  addition.  Or  press  Return  to 
move  to  ENTER  SELECTION  and  choose  anoth¬ 
er  option  from  the  Table  Maintenance 
Menu. 
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3.4  TO  VIEW  AN  EXISTING  TABLE  ITEM 


o  On  the  System  Management  Menu  Screen, 
enter  T  and  press  Return. 


The  Table  Maintenance  Screen  is  displayed. 


o  Enter  V  and  press  Return. 


The  TABLE  ID  field  is  displayed. 


o  Enter  the  number  of  the  table  you  want. 
(If  you  don't  know  the  table  number,  use 
Help  to  see  a  list  of  the  system  tables 
and  their  numbers.)  Press  Return. 


The  title  of  the  table  is  displayed,  and  a 
blank  CODE  field  appears. 


o  Enter  the  code  of  the  item  you  want  to 
view  information  on.  (Use  Help  if  you 
don't  know  the  code.)  Press  Return. 
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The  description  and  all  the  information  asso¬ 
ciated  with  this  code  are  displayed.  The  cur¬ 
sor  moves  to  ENTER  SELECTION. 


o  When  you  have  reviewed  the  information  on 
this  item,  you  can  enter  another  option 
from  the  Table  Maintenance  Menu  or  press 
Return  to  go  back  to  the  System  Manage¬ 
ment  Menu. 
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3.5  TO  ADD  A  PHYSICIAN  TO  THE  PRIMARY  CARE 
PROVIDER  TABLE 


Information  on  a  health  care  provider  must  be 
entered  on  the  Primary  Care  Provider  Table  in 
order  for  that  physician  to  be  recorded  in  any 
of  the  provider  fields  on  the  AQCESS  screens, 
and  xn  order  for  a  Provider  Profile  to  be 
created  on  that  physician. 

To  add  a  provider  to  this  table,  use  the  Add 
option  on  the  Table  Maintenance  Menu  (see  Sec¬ 
tion  3.3  for  a  general  explanation  of  this  pro¬ 
cedure).  To  update  data  on  a  provider,  use  the 
Change  option  (Section  3.2). 

The  following  chart  describes  the  particular 
information  that  can  be  entered  or  updated  on 
the  provider  table  (Table  1004). 

NOTE:  Required  fields  are  indicated  by  an 
asterisk. 


♦TABLE  ID:  1004 

♦PRIM  CARE  PROVIDER  CODE:  Enter  up  to  6  let¬ 
ters  of  the  alphabet  to  represent  the  phys¬ 
ician.  Normally,  these  are  the  first  5 
letters  of  the  last  name,  and  the  first 
letter  of  the  first  name. 

(Continued  on  the  next  page) 
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♦DOCTOR  NAHEs  Enter  the  provider's  full  name 
in  the  format  LAST  NAME, FIRST  NAME,  Ml. 

The  name  can  be  followed  by  title  and  rank. 
This  name  will  be  printed  as  a  signature  on 
the  final  Cover  Sheet  and  is  displayed  in 
the  Help  list  of  provider  names.  This 
entry  can  be  up  to  27  characters  long  and 
must  be  all  alphabetical. 

♦SSN:  Enter  the  provider's  9-digit  Social 
Security  Number,  with  or  without  hyphens. 

♦DATE  ASSIGNED  TO  MTF:  Enter  the  date  when 
this  physician  was  assigned  to  your  MTF. 

See  the  AQCESS  Tutorial  for  the  formats  in 
which  dates  can  be  entered  (see  Lesson  5). 
This  date  is  important  to  the  functioning 
of  the  QA  subsystem. 

SPECIALTY:  Enter  the  UCA  code  for  the  pro¬ 
vider's  clinical  specialty.  Use  Help  if 
you  don't  know  this  code.  You  can  enter 
multiple  codes,  separating  them  with  semi¬ 
colons  . 

CLINIC:  Enter  the  Provider's  Main  Clinic  for 
Outpatient  Appointing  and  Scheduling.  Press 
Help  to  display  all  valid  entries. 

AF  ID  COOE:  For  the  Air  Force,  enter  the  6- 
digit  code  assigned  to  this  provider  (nu¬ 
merical  only).  This  field  is  not  required, 
but  a  profile  cannot  be  established  in  an 
Air  Force  MTF  if  it  is  not  entered. 


(Continued  on  next  page) 
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DELETE  DATE:  Enter  the  date  when  this  pro¬ 
vider  code  can  no  longer  be  entered  on  the 
AQCESS  screens.  This  field  is  not 
required. 

PROVIDER  PRIVILEGES:  Enter  the  duties 
assigned  to  the  HCP.  This  entry  nay  be 
1-10  characters  in  length. 


#It  is  extremely  important  that  these  are 
entered  correctly.  Once  the  provider  is 
profiled,  these  cannot  be  changed. 
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9.6  TO  ADO  OR  CHANGE  ON  THE  CLINICAL  SERVICE 
TABLE 

On  the  Clinical  Service  Table  you  can  enter  in¬ 
formation  on  clinical  services  at  your  MTF,  in¬ 
cluding  the  ward  assignment  that  is  normal  for 
each  service.  If  a  patient  is  assigned  to  a 
ward  that  is  not  the  normal  assignment  for  the 
patient's  clinical  service,  the  screen  displays 
a  warning  message  (which  cm  be  overridden). 

To  add  a  new  clinical  service,  use  the  Add 
option  described  in  Section  3.9;  to  update  this 
information,  use  the  Change  option  described  in 
Section  -3.2. 

The  following  chart  describes  the  information 
that  can  be  entered  for  clinical  services. 


TABLE  ID:  2005 

CLINICAL  SVC/MTF  CODE:  If  you  don’t  know  the 
code  you  want  to  change,  use  Help  to  see  a 
list  of  the  codes  and  their  definitions. 

DESCRIPTION:  The  definition  of  the  clinical 
service  code  can  be  from  3  to  44  characters 
long. 

FLAGS:  This  field  lists  all  the  numerical 
flags  for  this  table  item.  Possible  en¬ 
tries  for  these  flags,  and  their  defini¬ 
tions  are  listed  on  the  next  page.  Zero 

(Continued  on  the  next  page) 
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means  that  none  of  the  definitions  3hown 
applies  to  this  table  item.  To  chanqe  a 
flag  to  zero,  use  the  Clear  Data  key. 


FLAGS  (continued) 
1ST  FLAG 

1  -  Nursery 

2  -  Pediatrics 

3  -  OB/GYN 

3RD  FLAG 

1  -  Absent  sick 

2  -  CRO 

3  -  ERD 

4  -  Quarters 


2ND  FLAG 

1  -  Military  only 

4TH  FLAG 

1  -  May  change  to 
after  admit 


VALID  WARDS:  Here  you  enter  or  update  the  IDs 
for  the  normal  wards  that  are  assigned  for 
this  clinical  service,  separated  by  semi¬ 
colons. 


ARMY  CODE:  This  is  the  2-character  IPDS  Army 
code  for  this  item. 

ITRCS  SHORT  DESCRIPTION:  Enter  or  update  the 
short  description  of  this  clinical  service, 
as  it  will  appear  on  the  Army  Admission 
Cover  Sheet  and  the  ITRCS  (from  2  to  12 
characters  long). 

SERVICE  FLAGS:  Enter  or  update  the  codes  for 
the  military  departments  for  which  this  is 
a  valid  clinical  service  code  (A  =  Army, 

F  =  Air  Force,  and  N  =  Navy). 

DELETE  DATE:  Special  Care  MSR  CSV  COOF. 


QA058  2.0 


3-21 


AUG  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 
Table  Maintenance  Procedures 


3.7  TO  ADD  AN  OUTPATIENT  APPOINTMENT  CANCEL 
REASON 


Reasons  for  outpatient  appointment  cancella¬ 
tions  must  be  entered  into  the  table  to  cancel 
appointments. 

To  add  a  cancel  reason  to  the  table,  use  the  Add 
option  on  the  Table  Maintenance  Menu  (see 
Section  3.3  for  a  general  explanation  of  this 
procedure).  To  update  data  on  a  cancel  reason, 
use  the  Change  option  (see  Section  3.2). 

The  following  chart  describes  information  that 
can  be  entered  for  a  cancellation  reason. 


TABLE  ID;  1600 

CANCEL  CODE;  Enter  up  to  3  letters  of  the 
alphabet  to  represent  the  cancel  reason. 

DESCRIPTION;  The  definition  of  the  cancel 
reason  can  be  3  to  30  characters  long. 
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3.0  TO  ADO  AN  APPOINTMENT  TYPE 


Before  appointments  can  be  scheduled,  the 
Appointment  Type  Table  has  to  be  b"ilt.  These 
appointment  types  are  site  specific  and  can  be 
added  or  updated  when  necessary. 

To  add  a  new  appointment  type,  use  the  Add  op¬ 
tion  described  in  Section  3.3;  to  update  this 
information,  use  the  Change  option  described  in 
Section  3.2. 

The  following  chart  describes  the  information 
that  can  be  entered  for  appointment  types. 


TABLE  ID:  1602 

NAME:  Enter  up  to  3  letters  of  the  alphabet 
to  represent  the  type  of  appointment. 

DESCRIPTION:  The  definition  of  the 

appointment  type  can  be  3  to  30  characters 
lonq. 

BOOKABLE:  Enter  a  "Y"  or  WN"  to  specify  if 
this  appointment  type  can  be  booked. 
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3.9  TO  ADO  OR  CHANGE  A  HOLIDAY 


Holidays  can  be  added,  deleted,  or  updated  to 
reflect  the  specific  MTF's  needs.  Holiday  mes¬ 
sages  will  appear  in  the  Outpatient  Appointing  & 
Scheduling  Module. 

To  add  a  holiday  to  the  Holiday  Table,  use  the 
Add  option  described  in  Section  3.3;  to  update 
this  information,  use  the  Change  option  de¬ 
scribed  in  Section  3.2. 

The  following  chart  describes  the  information 
that  can  be  entered  for  holidays. 


TABLE  ID;  1603 

NUMBER;  Enter  a  number  that  corresponds  to  a 
holiday.  Press  Help  to  see  what  number  was 
last  used. 

DESCRIPTION;  The  definition  of  the  holiday 
can  be  up  to  30  characters  long. 

DATE;  Enter  the  date  of  the  holiday; 
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3.10  TO  ADD  A  CLINIC 


The  number  and  types  of  clinics  that  a  hospital 
has  is  site  specific.  Therefore  the  MTF  needs 
to  add,  delete,  or  update  its  clinic  data  when 
necessary. 

To  add  a  clinic  to  the  Clinic  Table,  use  the  Add 
option  described  in  Section  3.3;  to  update 
clinic  information,  use  the  Change  option  de¬ 
scribed  in  Section  3.2. 

The  following  chart  describes  the  information 
that  can  be  entered  for  outpatient  clinics. 


TABLE  ID:  1604 

NAME:  Enter  up  to  3  characters  to  represent 
the  clinic  name. 

DESCRIPTION:  The  definition  of  the  clinic 
can  be  10  to  30  characters  long. 

DEPARTMENT:  Enter  up  to  30  characters 
describing  the  department  in  which  this 
clinic  is  found. 

CONTACT:  Enter  the  name  of  the  contact  for 
this  clinic. 

PHONE:  Enter  the  clinic's  phone  number. 

(Continued  on  the  next  page) 
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APPT  COMMENT:  Enter  any  text  to  be  shown. 

SCHED  ADV  DAYS:  Enter  the  number  of  days  in 
advance  that  an  HCP  must  have  an  open 
schedule. 

FROZEN  DAYS:  Enter  the  number  of  days  that  a 
schedule  may  be  frozen. 

OPEN  ON  SATURDAY:  Enter  a  "Y"  or  "N"  to 
indicate  if  the  clinic  is  open  on 
Saturdays. 

OPEN  ON  SUNDAY:  Enter  a  "Y"  or  "N"  to 

indicate  if  the  clinic  is  open  on  Sundays. 

SECURE  ?:  Enter  a  "Y"  or  "N"  to  indicate  if 
this  clinic  is  secure  so  that  booked 
appointments  cannot  be  visible. 
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3.11  TO  ADO  A  MEDICAL  RECORD  TYPE 


The  medical  record  types  need  to  be  entered  into 
the  system  in  order  to  retrieve  a  record  for 
review  before  a  booked  appointment. 

To  add  medical  record  types  to  the  table,  use 
the  Add  option  described  in  Section  3.3;  to 
update  this  table,  use  the  Change  option  de¬ 
scribed  in  Section  3.2. 

The  following  chart  describes  the  information 
that  can  be  entered  for  medical  record  types. 


TABLE  ID:  1605 

NUMBER:  Enter  the  number  of  medical  record 
type. 

DESCRIPTION:  Enter  the  name  of  the  medical 
record  type.  Use  5  to  20  characters. 
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3.12  TO  ADO  A  MEDICAL  RECORD  LOCATION 


The  location  where  specific  medical  records  are 
stored  is  vital  in  retrieving  and  tracking  the 
medical  records  when  they  are  needed  for  review 
by  the  Health  Care  Providers. 

To  add  a  Medical  Record  Location  to  the  table, 
use  the  Add  option  described  in  Section  3.3;  to 
update  this  information,  use  the  Change  option 
described  in  Section  3.2. 

The  following  chart  describes  the  data  elements 
that  can  be  entered  for  medical  record  loca¬ 
tions. 


TABLE  ID:  1606 

NAME:  Enter  a  4-character  code  for  the 
medical  record  location. 

DESCRIPTION:  Enter  up  to  20  characters 
describing  the  location  of  the  record. 

PRINTER  DEVICE:  Enter  the  Product  Device 
(Table  1021)  located  in  the  medical  record 
location. 
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3.13  TO  SPECIFY  PRINTERS  ON  THE  DEVICE  TABLE 


On  the  Product  Device  Table  you  enter  the  device 
number  of  the  printer  that  is  to  be  used  for 
each  AQCESS  product  and  report.  To  do  this,  you 
use  the  Change  option  described  in  Section  3.2. 

Device  numbers  for  the  printers  that  produce  the 
AQCESS  products  are  specified  in  Table  1021,  as 
described  in  this  section. 

Reports  work  differently  from  products.  Each 
report  is  associated  with  a  printer  name,  e.g., 
A&D1.  When  the  system  is  installed,  there  are 
four  printers  defined:  A&D1 ,  CR1,  QA1 ,  and 
CONSOLE.  If  more  printers  are  added  to  the  con¬ 
figuration  to  be  used  as  report  printers,  addi¬ 
tional  printers  would  be  defined,  such  as  A4D2. 
Reports  and  their  corresponding  printer  names 
are  specified  on  Table  5002  (A&D  reports),  Table 
5003  (QA  reports),  Table  5004  (Clinical  Records 
reports),  and  Table  5005  (System  Management 
Reports),  Table  5007  (MSA  reports)  and  Table 
5008  (A&S  reports).  Printer  names  are,  in  turn, 
associated  with  the  physical  devices  that 
produce  the  reports,  as  specified  on  Table 
1021. 

Thus  you  can  perform  two  functions  when  you 
modify  the  Device  Table  (1021).  You  can  change 
the  device  number  that  produces  each  product, 
and  you  can  change  the  device  number  associated 
with  the  printer  name  for  specific  types  of 
reports. 

The  chart  that  follows  shows  the  specific  infor¬ 
mation  you  enter  for  this  table. 
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TABLE  MAINTENANCE  SCREEN 
CHANGING  THE  PROOUCT  DEVICE  TABLE 
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TABLE  ID:  1021 


PROGRAM  NAME:  For  products,  enter  the  type  of 
product.  For  reports,  enter  the  printer 
name  associated  with  the  report.  If  you  do 
not  know  these  codes,  use  Help  and  the  fol¬ 
lowing  list  will  be  displayed? 


AAD1  -  A&D  Reports 

A&S1  -  Appointment  &  Scheduling 

Reports 

ATCOVER  -  Admission  Cover  Sheets 
ATCRD  -  Index  Cards  (3x5  or  5x8  Cards) 
ATNIR  -  Navy  Admission  Cover  Sheets 
CONSOLE  -  the  system  console 

CR1  -  Clinical  Records  reports 

CRCES  -  Coded  Episode  Summaries 

CROFT  -  Draft  Cover  Sheets/Record  of 

Inpatient  Treatments 
CRFIN  -  Final  Cover  Sheets/Record  of 


Inpatient  Treatments 
DD1131  -  Cash  Collection  Voucher 

DD139  -  Pay  Adjustment  Authorization 

I&R  -  Invoice  &  Receipt 
MSA1  -  MSA  Report  -  Narrow  Paper 
MSA2  -  MSA  Report  -  Wide  Paper 

MSCON  -  Consent  Form 

QA1  -  Quality  Assurance  reports 

RGEMB  -  Embosser 

RGFORM  -  Registration  Forms 
SF1049  -  Public  Voucher  for  Refund 
SYTLS  -  System  Management  Table  Lists 


(Continued  on  next  page) 
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DEVICE  PRIORITY  (subfile)  -  Enter  1  to  indi¬ 
cate  whether  the  device  number  you  are 
about  to  enter  is  the  number  of  the  primary 
device  at  which  the  output(s)  should  print. 
If  this  is  a>  product,  and  there  is  a  print¬ 
er  with  the  same  type  of  paper  loaded,  you 
can  enter  2  to  indicate  that  this  is  the 
secondary  device,  etc.  If  this  is  a  re¬ 
port  only  a  primary  device  can  be  entered. 

DEVICE  PRIORITY  -  This  field  will  show  the 
priority  number  that  you  just  entered.  If 
you  are  viewing  this  table  instead  of 
changing  it,  this  field  will  show  the  first 
priority  that  was  previously  entered  for 
the  output(s),  if  any. 

DEVICE  NUMBER  -  Enter  the  device  number  for 
the  printer  at  which  you  want  the  output (s) 
to  print.  You  can  use  the  same  device  for 
more  than  one  product  or  report  as  long  as 
the  correct  paper  or  form  is  loaded. 

If  you  are  viewing  this  table  instead  of 
changing  it,  this  field  will  show  the  de¬ 
vice  number  that  has  already  been  entered 
for  this  output  at  this  priority. 


NOTE:  When  a  user  requests  printing  of  a 
product ,  the  system  will  check  the 
printer  that  is  designated  in  the 
Product  Device  Table  as  the  primary 
device.  If  that  printer  is  busy,  the 
system  will  check  the  secondary 
device,  if  any. 
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When  a  user  requests  printing  of  a 
report ,  the  system  will  check  the 
status  of  the  primary  device.  If  it 
is  busy,  the  system  will  ask  if  the  * 
user  wants  to  queue  the  print  request 
and  wait.  If  not,  it  will  ask  if  the 
user  wants  to  specify  an  alternate 
device.  The  user  can  specify  as  an 
alternate  any  device  that  is  defined 
in  Table  1019  as  a  terminal  with  no 
capabilities. 
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3.14  TO  ADO  A  REPORT  TO  A  REPORT  t€NU 


Reports  that  are  generated  by  Ad  Hoc  Report 
Generator  and  additional  reports  that  are 
released  in  software  updates  can  be  added  to  the 
Report  Menus  in  either  A&D,  CR,  QA,  Profiling, 
MSA,  or  Outpatient  AAS.  These  report  menus  are 
found  in  Tables  5002  through  5008  in  System 
Management.  Once  a  report  is  assigned  to  a  menu 
it  must  also  be  assigned  a  Product  Device  (Table 
1021). 

To  add  a  report  to  the  table,  use  the  Add  option 
on  the  Table  Maintenance  Menu  described  Section 
3.3. 


The  following  chart  describes  the  information 
that  can  be  entered  for  the  report  menus. 


TABLE  ID:  5002  -  5008 

REPORT  NUMBER:  Enter  the  number  assigned  to 
this  report. 

REPORT  DESCRIPTION:  Enter  the  name  of  the 
report  that  will  appear  on  the  menu.  Up  to 
60  characters  are  allowed. 

REPORT  TYPE:  Enter  N  for  nightly,  M  for 
Monthly,  or  S  for  Special  Case  to  identify 
the  report  type.  This  might  rearrange  the 
order  of  your  present  menu. 

(Continued  on  next  page) 
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SERVICE  FLAG:  Enter  A  for  Army,  F  for  Air 
Force,  and/or  N  for  Navy  to  define  the 
services  for  which  this  report  is 
available. 

PRIMARY  PRINTER  10:  Enter  the  product  device 
(Table  1021)  on  which  the  report  will 
print. 

DELETE  DATE:  Enter  the  date  on  which  the 
report  will  no  longer  appear  on  the  menu. 
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3.15  TO  CHANGE  A  REPORT  FROM  ONE  FUNCTIONAL 
MENU  TO  ANOTHER  FUNCTIONAL  MENU 


At  times  the  MTF  might  want  a  particular  report 
to  be  available  in  more  than  one  menu,  or  to  be 
moved  from  one  menu  to  another. 

The  available  report  menus  are  as  follows: 

5002  R/ADT  Reports  Menu  File 

5003  QA  Reports  Menu  File 

5004  CR  Reports  Menu  File 

5005  System  Management  Reports  Menu  File 

5006  Profiling  Reports  Menu  File 

5007  MSA  Reports  Menu  File  (Army  and  Air 
Force  Only) 

5008  OP  Appointing  &  Scheduling  Reports 
Menu  File 

To  add  a  report  to  a  particular  menu,  follow  the 
directions  in  Section  3.3. 

To  change  a  report  from  one  menu  to  another, 
first  add  the  report  to  the  new  menu  (Section 
3.3),  and  then  set  the  DELETE  DATE  field  for  the 
report  in  the  original  menu.  Directions  for 
setting  the  delete  date  are  as  follows: 

o  Select  S  from  the  Main  Menu  and  press 
Return. 


The  System  Management  Menu  is  displayed. 


o  Select  option  T,  MTF  Table  Maintenance 
from  the  Sub-Menu  and  press  Return. 
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The  Table  Record  Maintenance  Screen  is 
displayed. 


o  Select  option  C,  Change  Existing,  from 
the  Menu  and  press  Return. 

The  cursor  is  at  TABLE  ID. 

o  Enter  the  Table  ID  from  which  the  report 
should  be  removed. 


The  title  of  the  specific  Table  ID  is  dis¬ 
played  and  the  cursor  is  at  the  REPORT  NUMBER 
field. 


o  Enter  the  Report  Number  and  press  Return. 


The  Report  Description  is  displayed. 

o  Press  Return  four  times  until  the  DELETE 
OATE  field  is  displayed. 

o  Enter  today's  date  and  press  Return. 

o  At  the  IS  EVERYTHING  CORRECT?  Prompt, 
press  "Y"  for  yes, 

o  Press  Cancel  to  exit  from  the  menu. 
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3.16  POINTS  TO  REMEMBER 


1 .  You  can  change  or  add  items  to  system  tables 
that  are  specific  to  your  MTF.  The  system 
will  not  allow  you  to  change  or  add  items  to 
tables  that  are  not  just  specific  to  your 
MTF. 

2.  Different  tables  have  different  pieces  of 
information  associated  with  their  entries. 
Also,  the  information  you  are  able  to  view, 
change,  or  add  to  a  given  table  may  vary, 
depending  on  which  function  you  are 
performing. 

3.  An  edit  flag  is  a  single-digit  number  that 
stands  for  a  piece  of  information  that  is 
important  to  AQCESS  edits.  Edit  flags  are 
associated  with  the  codes  on  some,  but  not 
all,  system  tables.  Only  the  edit  flag 
numbers,  not  the  descriptions,  are  displayed 
when  you  use  the  View  option  in  Table 
Maintenance . 

4.  Service  flags  indicate  the  military  depart¬ 
ment  for  which  the  code  is  valid. 
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4.  L  -  TABLE  LIST 


ACCESS  To  display  the  Table  List  Screen, 

enter  L  on  the  System  Management 
Menu  Screen  and  press  Return. 


PURPOSE  The  Table  List  process  enables  you 

to  view  a  list  of  all  tables  in  the 
system  by  table  number  and  title, 
print  a  selected  table,  or  print 
all  tables. 


DESCRIPTION  The  Table  List  Menu  Screen  displays 
the  titles  of  all  tables  in  the 
system  and  their  four-digit  table 
numbers.  These  numbers  are  used  to 
select  a  table  to  be  printed. 

On  the  Table  List  Screen  you  can 
view  the  titles  of  all  system 
tables,  but  not  items  on  the 
tables.  To  view  table  items,  you 
use  the  Table  Maintenance  process. 


OPTION  N  -  VIEW  NEXT  PAGE  enables  you  to 

view  the  complete  table  list,  page 
by  page.  The  screen  can  display  20 
titles  per  page.  Enter  N  to  view 
each  subsequent  page  of  table 
titles. 

P  -  VIEW  PREVIOUS  PAGE  enables  you 
to  return  to  previous  pages  of  the 
table  list  that  have  already  been 
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displayed.  This  option  allows  you 
to  scroll  backward  through  the  list 
of  tables. 

S  -  SELECT  TABLE  NUMBER  TO  PRINT 
enables  you  to  print  any  table  you 
select.  Remember,  the  individual 
items  in  the  table  won't  be  dis¬ 
played  on  this  screen. 


A  -  PRINT  ALL  TABLES  enables  you  to 
print  hard  copies  of  most  system 
tables.  (The  tables  contents  are 
not  displayed  on  this  screen.) 

CAUTION:  PRINTING  ALL  TABLES  IS  A 
VERY  TIME-CONSUMING  PROCESS.  ONCE 
YOU  CHOOSE  THIS  OPTION  YOU  CANNOT 
CANCEL  THE  PRINTOUT,  AND  NO  OTHER 
ITEMS  CAN  BE  PRINTED  ON  THE  PRINTER 
ASSOCIATED  WITH  THIS  TERMINAL  UNTIL 
ALL  TABLES  HAVE  BEEN  PRINTED. 

FOR  THIS  REASON,  THE  EXTREMELY 
LARGE  DIAGNOSIS  AND  PROCEDURE 
TABLES  WILL  NOT  BE  PRINTED  USING 
THIS  OPTION. 
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4.1  TO  USE  THE  TABLE  LIST  SCREEN 


o  To  use  any  of  the  options  described  in 
this  section,  enter  L  on  the  System 
Management  Menu  Screen  and  press  Return. 


The  first  page  of  the  Table  List  is  displayed. 
The  cursor  is  at  ENTER  SELECTION. 


o  You  can  perform  any  of  the  procedures 
described  in  the  Sections  4. 2-4. 5. 
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4.2  TO  VIEW  THE  NEXT  PAGE  OF  THE  TABLE  LIST 


o  Enter  N  on  the  Table  List  Screen  and 
press  Return. 


The  next  page  of  the  table  list  is  displayed. 
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4.3  TO  VIEW  THE  PREVIOUS  PAGE  OF  THE  TABLE 
LIST 


o  Enter  P  on  the  Table  List  Screen  and 
press  Return. 


The  previous  page  of  the  list  is  displayed. 
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4.4  TO  SELECT  TABLE  NUMBER  TO  PRINT 


o  Enter  S  on  the  Table  List  Screen  and 
press  Return. 


The  TABLE  NUMBER  field  is  displayed. 


o  Enter  the  number  of  the  table  you  wish 
to  print.  You  can  only  enter  one  table 
number  at  a  time.  Then  press  Return. 


The  table  will  be  printed  at  the  printer 
associated  with  the  SYTLS  product  (see  Sec¬ 
tion  3.7). 


NOTE:.  You  can  enter  S  and  select  another 

table  to  print,  and  continue  to  select 
individual  tables  to  print.  They  will 
all  be  printed  when  you  press  Return 
and  leave  the  Table  List  function. 
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4.5  TO  PRINT  ALL  TABLES 


o  Enter  A  on  the  Table  List  Screen  and 
press  Return. 


All  of  the  tables  that  can  be  printed  at  your 
facility  will  be  printed.  This  does  not  in¬ 
clude  the  Diagnosis  and  Procedure  tables. 


CAUTION:  PRINTING  ALL  TABLES  IS  TIME- 
CONSUMING  ANO  TIES  UP  THE  PRINTER.  ALSO, 
ONCE  YOU  SELECT  THIS  OPTION,  THE  PRINTOUT 
CANNOT  BE  CANCELLED. 
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4.6  POINTS  TO  REMEMBER 


1.  The  Table  List  Menu  is  a  quick  reference  to 
identify  system  table  codes  and  names. 

2.  Hard  copies  of  individual  tables  can  be 
printed  using  option  S. 

3.  Option  A  allows  you  to  print  all  system 
tables.  However,  some  tables,  such  as  the 
Diagnosis  and  Procedure  Tables,  cannot  be 
printed  using  this  option.  Printing  the 
tables  using  this  option  is  very  time- 
consuming  and  ties  up  the  printer  associ¬ 
ated  with  your  terminal.  This  function 
cannot  be  cancelled  once  it  is  requested; 
use  it  with  care. 


QA058  2.0 


4-9 


AUG  1986 


SYSTEM  HANAGEtCNT  TRAINING  AID 
Table  List  Procedures 


QA058  2.0 


4-10 


AUG  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 


5.  P  -  MTF 

ACCESS 

PURPOSE 

DESCRIPTION 


OPTIONS 


PROFILE  MAINTENANCE 


To  access  the  Profile  Maintenance 
function,  enter  P  on  the  System 
Management  Menu  Screen  and  presa 
Return. 

The  MTF  Profile  Maintenance  proceaa 
enables  you  to  change  the  in¬ 
formation  that  regulates  functions 
of  the  system  that  are  specific  to 
your  MTF. 

Information  you  can  change  through 
MTF  Profile  Maintenance  includes 
data  that  identifies  your  MTF  on 
system  reports  and  products,  delin¬ 
quency  periods  for  various  CR  and 
QA  reports,  and  whether  the  MTF 
uses  automatic  or  manual  assignment 
of  register  numbers.' 

1  -  CR  PARAMETERS  and  2  -  QA 
PARAMETERS  enable  you  to  display 
screen  segments  with  MTF  informa¬ 
tion  specific  to  Clinical  Records 
and  Quality  Assurance,  respective¬ 
ly. 

3  -  RETURN  TO  PAD  PARAMETERS  en¬ 
ables  you  to  redisplay  the  patient 
administration  segment  of  the 
screen. 

4  -  OP  PARAMETERS  enables  you  to 
display  a  screen  segment  with 
fields  specific  to  Outpatient 
Appointing  &  Scheduling. 
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MTF  PROFILE  MAINTENANCE  SCREEN 
SHOWING  PAD  PARAMETERS  SEGMENT 
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5  -  ER  PARAMETERS  enables  you  to  display  a 
screen  segment  with  information  specific  to  the 
Emergency  Room. 

5.1  TO  USE  THE  MTF  PROFILE  MAINTENANCE  SCREEN 


o  To  display  the  MTF  Profile  Maintenance 
Screen,  enter  P  on  the  System  Management 
Menu  and  press  Return. 


The  Profile  Maintenance  Screen  is  displayed, 
showing  the  PAD  PARAMETERS  segment.  The  cur¬ 
sor  is  at  ENTER  SELECTION. 


o  You  can  perform  any  of  the  procedures 
described  in  Sections  5.2-5. 5. 
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5.2  TO  UPDATE  MTF  PROFILE  DATA  AND  PAD 
PARAMETERS 


o  With  the  Profile  Maintenance  Screen  dis¬ 
playing  the  PAD  Parameters  segment,  you 
can  enter  ALL  to  update  all  fields  on  the 
screen,  or  enter  the  partial  field  label 
of  the  field  you  wish  to  update.  Then 
press  Return. 


o  To  update  a  field,  type  over  the  existing 
information  and  press  Return.  Use  Help 
for  explanations  of  any  of  these  fields. 

o  If  you  entered  ALL  and  do  not  want  to 
update  a  particular  field,  just  press 
Return. 

If  you  enter  ALLx 


The  cursor  moves  to  MTF  Code. 


o  Enter  the  code  assigned  to  your  MTF. 
Press  Return. 


The  cursor  moves  to  MTF  Name. 
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o  Enter  the  name  of  the  MTF.  This  name 
will  print  on  all  reports  and  display  on 
the  Sign-On  Screen.  Press  Return. 


The  cursor  moves  to  Training  Date. 


o  Enter  the  date  to  be  used  on  the  Training 
database.  Press  Return. 


The  cursor  moves  to  INVALID  ATTEMPTS  BEFORE 
LOCKOUT. 


o  Enter  the  number  of  times  a  user  should 
be  allowed  to  attempt  a  sign-on  with  an 
incorrect  sign-on  name  and  password.  The 
system  will  lock  the  user  out  when  this 
number  of  attempts  is  reached.  Press 
Return. 


The  cursor  moves  to  DEERS  Site  Code. 


o  Enter  the  DEERS  site  code  provided  by 
DEERS  for  your  MTF.  Press  Return. 


The  cursor  moves  to  RESTRICT  REPORT 
START  TIME  TO 


o  Enter  the  time  after  which  restricted 
reports  can  begin  printing.  Press 
Return.  Enter  the  time  at  which  they 
will  again  become  unprintable.  Press 
Return. 
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The  cursor  moves  to  the  Auto  Register  Number 
field  in  the  PAD  Parameters  portion  of  the 
screen. 


o  To  return  to  ENTER  SELECTION,  press  Entry 
Done . 


To  update  the  PAD  Parameters: 

o  Enter  Y  for  Yes  to  assign  reqister 
numbers  automatically  at  the  time  of 
Registration.  Press  Return. 

o  Enter  N  for  No  if  register  numbers  are  to 
be  assigned  manually.  Press  Return. 


The  cursor  moves  to  INDEX  CARDS  (#  PER  SET). 


o  Enter  the  number  of  index  cards  to  be 
issued  as  a  set  at  the  time  of  admission. 


The  cursor  moves  to  WAR  (Y/N). 


o  Enter  Y  for  Yes  if  wartime  conditions 
prevail.  Press  Return. 

o  Enter  N  for  No  to  indicate  peacetime. 
Press  Return. 


The  cursor  moves  to  EMBOSSER  TYPE. 
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o  Enter  the  code  representing  the  type  of 
embosser  at  the  MTF: 

1  -  Addressograph  Farrington  177.001 

2  -  Addressograph  Farrington  3.002 

3  -  National  Business  System 

4  -  Addressograph  Farrington  without  in¬ 

terface  box. 

Press  Return. 


The  cursor  moves  to  CARD  SIZE  CR 


o  Enter  30  if  the  embossed  card  measures 
3  3/B"  X  1  1/2". 

o  Enter  80  if  the  embossed  card  measures 
3  3/8"  X  2  1/2". 


The  cursor  moves  to  PAD  BLDG/R00M 
DESIGNATION. 


o  Enter  the  Building  and/or  Room  designa¬ 
tion  of  the  PAD  office.  Press  Return. 


The  cursor  moves  to  MTF  AREA  CODE 


o  Enter  the  area  code  uf  the  HU  tri-r' 
number. 
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The  cursor  moves  to  OCONUS. 


o  Enter  Y  if  the  MTF  is  outside  the 
continental  U.S. 

o  Enter  N  if  the  MTF  is  within  the 
continental  U.S, 


1 


The  cursor  moves  to  MTF  ADDRESS:  CITY. 


o  Enter  the  name  of  the  city  in  which  the 
MTF  is  located.  Press  Return. 


The  cursor  moves  to  STATE. 


o  Enter  the  state  abbreviation  for  the 
state  in  which  the  MTF  is  located. 


The  cursor  moves  to  ZIP  CODE. 


o  Enter  the  ZIP  CODE  of  the  MTF  address. 
ZIP+4  codes  can  be  entered  with  or 
without  the  hyphen.  The  system  will 
insert  the  hyphen  when  you  press  Return. 
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The  cursor  moves  to  PAD  SIGNATURE  BLOCK 
L1NE1,  LINE2,  LINE3. 


o  Enter  the  signature  block  of  the  PAD  of¬ 
ficer.  Press  Return  to  move  from  one 
line  to  the  next  as  needed. 


The  cursor  moves  to  PAD  Office  Symbol. 


o  Enter  the  PAD  Office  Symbol  as  it  should 
appear  on  correspondence.  Press  Return. 

o  When  the  cursor  returns  to  ENTER  SELEC¬ 
TION,  press  Return  to  store  the  updated 
data. 

NOTE:  With  this  option  you  can  choose  to 

have  register  numbers  assigned  to  pa¬ 
tient  records  either  manually  or  auto¬ 
matically.  If  you  have  chosen  automa¬ 
tic  assignment  and  need  to  reserve 
some  numbers  to  be  assigned  manually, 
use  the  Register  Number  Maintenance 
function  described  in  Section  6,  which 
follows.  DO  NOT  simply  change  this 
flag  to  ”N”  to  "turn  off”  the  automa¬ 
tic  register  feature  once  it  is  in 
use. 
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NOTE:  When  the  automatic  register  number 

feature  is  initially  activated,  a  con¬ 
firmation  message  is  displayed.  You 
must  confirm  that  no  users  are  curren¬ 
tly  on  the  system.  The  system  will 
determine  the  highest  number  already 
assigned.  The  next  sequential  number 
will  be  the  beginning  number  that  the 
computer  will  automatically  assign  to 
the  next  record. 

NOTE:  The  new  parameters  go  into  effect  at 
any  terminal  where  the  user  signs  on 
after  you  store  the  change. 
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5.3  TO  UPDATE  CR  PARAMETERS 


o  To  display  the  CR  Parameters  segment, 
enter  1  on  the  MTF  Profile  Maintenance 
Screen  (PAD  Parameters  segment),  and 
press  Return. 


The  CR  Parameters  segment  of  the  screen  is 
displayed,  with  the  cursor  at  ENTER  SELECTION. 


o  Enter  ALL  to  update  all  fields  on  the  CR 
segment,  or  enter  the  partial  field  label 
of  the  field  you  wish  to  update.  Then 
press  Return. 

NOTE:  You  cannot  update  the  top  three  lines 

of  the  screen  using  this  option. 

o  To  update  a  field,  type  over  the  existing 
information  and  press  Return.  Use  Help 
for  explanations  of  any  of  these  fields. 

o  If  you  entered  ALL  and  do  not  want  to 
update  a  particular  field,  just  press 
Return. 

If  you  enter  ALL: 


The  cursor  moves  to  DELINQUENCY  DAYS  (CODING). 
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o  Enter  the  number  of  days  after 

disposition  by  which  CR  coding  should  be 
complete.  Records  processed  after  the 
time  indicated  will  be  considered 
delinquent.  Press  Return. 


The  cursor  moves  to  TAPE  TO  ARCHIVE  MONTHS. 


o  Enter  a  number  indicating  the  number  of 
months  a  completed  record  should  be 
on-line  prior  to  archiving.  Press 
Return. 


The  cursor  moves  to  DELINQUENCY  DAYS 
(MED  REC  COMPLETE). 


o  Enter  the  number  of  days  after  which  a 
provider  will  be  considered  delinquent  if 
a  medical  record  is  incomplete. 

NOTE:  This  number  must  be  less  than  30. 

o  When  the  cursor  returns  to  ENTER  SELEC¬ 
TION,  press  Return  to  store  the  updated 
data. 

NOTE:  The  new  parameters  go  into  effect  at 
any  terminal  where  the  user  signs  on 
after  you  store  the  change. 
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5.4  TO  UPDATE  QA  PARATCTERS 


o  To  display  the  QA  Parameters  segment, 
enter  2  on  the  MTF  Profile  Maintenance 
Screen  (PAD  Parameters  segment)  and  press 
Return.  Use  Help  for  explanations  of  the 
QA  Parameters. 


The  QA  Parameters  segment  of  the  screen  is 
displayed,  with  the  cursor  at  ENTER  SELECTION. 


o  Enter  ALL  to  update  all  fields  on  the  QA 
segment,  or  enter  the  partial  field  label 
of  the  field  you  wish  to  update.  Then 
press  Return. 

NOTE:  You  cannot  update  the  top  three  lines 

of  the  screen  using  this  option. 

o  To  update  a  field,  type  over  the  existing 
information  and  press  Return.  Use  Help 
for  explanations  of  any  of  these  fields. 

o  If  you  entered  ALL  and  do  not  want  to  up¬ 
date  a  particular  field,  just  press 
Return. 
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If  you  enter  ALL: 


The  cursor  moves  to  DELINQUENCY  DAYS  FOR 
INPATIENT  CHECKLIST. 


o  Enter  the  number  of  days  following  dis¬ 
position  within  which  the  Inpatient  Oc¬ 
currence  Screening  Checklist  should  be 
complete.  Press  Return. 


The  cursor  moves  to  Auto  ER  Log  No  (Y/N). 


o  Enter  Y  for  Yes  if  ER  Log  numbers  are  to 
be  assigned  automatically. 

o  Enter  N  for  No  if  ER  Log  numbers  are  to 
be  assigned  manually. 


The  cursor  moves  to  MINM  PROMPT  PULL  PERCENT. 


o  Enter  the  minimum  percentage  of  records 
to  be  pulled  for  the  PROMPT  review  com¬ 
mittee.  Press  Return. 


The  cursor  moves  to  SYSTEM  INSTALL  DATE. 


o  Enter  the  date  on  which  AQCESS  was  in¬ 
stalled  at  the  site.  Press  Return. 
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The  cursor  moves  to  QA  ARCHIVE  MONTHS: 
INCIDENT/PROBLEMS 


o  Enter  a  number  indicating  the  number  of 
months  a  completed  QA  incident  or  problem 
should  be  on-line  prior  to  archiving. 
Press  Return. 


The  cursor  moves  to  PROVIDER  PROFILE. 


o  Enter  a  number  indicating  the  number  of 
months  a  provider  profile  should  be 
inactive  prior  to  archiving. 

o  When  the  cursor  returns  to  ENTER  SELEC¬ 
TION,  press  Return  to  store  the  update. 

NOTE:  The  new  parameters  go  into  effect  at 
any  terminal  where  the  user  signs  on 
after  you  store  the  change. 
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5.5  UPDATE  OP  PARAMETERS 


o  To  display  the  Outpatient  Parameters  seg¬ 
ment,  enter  4  on  the  MTF  Profile  Mainten¬ 
ance  Screen  and  press  Return.  Use  Help 
for  explanations  of  the  OP  parameters. 


The  OP  Parameters  segment  of  the  screen  is 
displayed,  with  the  cursor  at  ENTER  SELECTION. 


o  Enter  ALL  to  update  all  fields  on  the  OP 
segment,  or  enter  the  partial  field  label 
of  the  field  you  wish  to  update.  Then 
press  Return. 

o  To  update  a  field,  type  over  the  existing 
information  and  press  Return.  Use  Help 
for  explanations  of  any  of  these  fields. 

o  If  you  enter  ALL  and  do  not  want  to  up¬ 
date  a  particular  field,  press  Return. 

If  you  enter  ALL: 


The  cursor  moves  to  MINIMUM  APPT  GAP. 


o  Enter  the  minimum  spacing  allowed  between 
patient  appointments.  Press  Return. 

Notes  This  number  must  be  a  multiple  of  5 
minutes. 
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The  cursor  moves  to  AUTOMATIC  ROUTING 
CARD. 


o  Enter  Y  for  Yes  if  a  routing  card  is  to 
be  created  automatically  for  each  medical 
record  to  be  pulled  for  a  patient's 
appointments. 

o  Enter  N  for  No  if  routing  cards  will  be 
requested  manually  as  needed. 


The  cursor  moves  to  PULL  DAYS 


o  Enter  a  number  indicating  the  number  of 
days  required  for  actual  record  pull 
time.  Press  Return. 


The  cursor  moves  to  3  X  5  Card 


o  Enter  Y  for  Yes  if  the  size  of  the 
automatic  routing  card  is  to  be  3  X  3. 

o  Enter  N  for  No  if  the  size  of  the 

automatic  routing  card  is  to  be  8.5  x  11. 
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The  cursor  moves  to  NO.  AUTO  CARDS  PRINTED. 


o  Enter  the  number  of  cards  to  be  printed 
for  each  patient  when  automatic  routing 
cards  are  printed. 

o  When  the  cursor  returns  to  ENTER 
SELECTION,  press  Return  to  store  the 
update . 


NOTE:  The  new  parameters  go  into  effect  at 
any  terminal  where  the  user  signs  on 
after  you  store  the  change. 
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5.6  TO  UPDATE  ER  PARAMETERS 

o  To  display  the  Emergency  Room  Parameters, 
enter  5  on  the  MTF  Profile  Maintenance 
Screen  and  press  Return. 


The  ER  Parameters  segment  is  displayed;  the 
cursor  is  at  ENTER  SELECTION. 


o  Enter  ALL  to  update  all  fields  on  the  ER 
segment,  or  enter  a  partial  field  label 
of  the  field  you  wish  to  update.  Press 
Return.  If  you  enter  ALL  and  do  not  want 
to  update  a. particular  field,  press 
Return. 


The  cursor  moves  to  AUTO  ER  LOG  NUMBER. 


o  Enter  Y  if  ER  log  numbers  are  to  be 
automatically  generated  by  the  system. 

o  Enter  N  if  ER  log  numbers  are  to  be 
assigned  manually. 


NOTE:  Manually  assigned  numbers  begin  with  1 
each  day  for  the  first  patient  of  the 
day.  The  system  differentiates  each 
day's  patients  based  on  the  Visit  Date. 
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5.7  TO  RETURN  TO  THE  PAD  PARAICTERS  SEGMENT 


o  If  the  CR,  QA,  or  OP,  or  ER  segment  is 
being  displayed,  enter  3  and  press 
Return. 


The  PAD  Parameters  segment  Mill  be  redis¬ 
played. 
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5.8  POINTS  TO  REMEMBER 


1.  You  can  only  change  the  top  three  lines  of 
the  Profile  Maintenance  Screen  when  the  PAD 
Parameters  Segment  is  displayed.  You  cannot 
update  these  fields  when  the  CR,  QA,  OP,  or 
ER  Parameter  segments  are  displayed. 


2.  If  automatic  register  number  assignment  has 
been  selected  on  the  PAD  Parameters  segment 
and  you  need  to  aet  aside  some  numbers  for 
manual  assignment,  use  the  Register  Number 
Maintenance  function  described  in  the  fol¬ 
lowing  section.  DO  NOT  change  the  Auto 
Register  Number  flag  to  "turn  off"  the  auto¬ 
matic  register  feature  once  it  is  in  use. 

3.  When  automatic  register  number  assignment 
feature  is  initially  activated,  the  system 
will  determine  the  highest  number  already 
assigned.  The  next  sequential  number  will 
be  the  beginning  number  that  the  computer 
will  automatically  assign  to  the  next 
record. 


4.  To  store  updates  to  the  MTF  Profile,  press 
Return  when  the  cursor  is  at  ENTER  SELEC¬ 
TION.  Profile  updates  go  into  effect  at  any 
terminals  where  users  sign  on  to  the  system 
after  you  store  the  updates. 
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5.  Manually  assigned  ER  Log  Numbers  are  re¬ 
started  at  1  each  day.  The  system  can 
distinguish  the  patient  data  based  on  the 
Visit  Date.  To  search  for  a  specific  epi¬ 
sode  by  Log  Number,  the  Visit  Date  must  also 
be  entered. 
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6.  R  -  REGISTER  NUttER  MAINTENANCE 


ACCESS  To  access  the  Register  Number  Main¬ 

tenance  function  from  the  System 
Management  Menu,  enter  R  and  press 
Return. 


PURPOSE  Your  MTF  may  choose  to  have  regis¬ 
ter  numbers  assigned  to  patient 
records  either  automatically  or 
manually  (via  the  MTF  Profile  Main¬ 
tenance).  If  automatic  assignment 
is  in  use,  you  can  reserve  blocks 
of  numbers  to  be  assigned  manually 
by  using  the  Register  Number  Main¬ 
tenance  option  on  the  System  Man¬ 
agement  Menu.  As  many  as  five 
blocks  of  register  numbers  can  be 
reserved.  This  process  also  en¬ 
ables  you  to  release  previously 
reserved  blocks. 


DESCRIPTION  On  the  Register  Number  Maintenance 
Screen  you  define  the  block  of 
register  numbers  that  is.  to  be 
reserved.  You  can  also  view  the 
blocks  of  numbers  reserved,  or 
release  blocks  so  that  they  are 
again  available  for  automatic  as¬ 
signment  to  records. 

The  screen  displays  a  Cancel  Pool, 
which  contains  numbers  that  were 
initially  assigned  to  records 


QA058  2.0 


6-1 


AUG  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 


REGISTER  NUMBER  MAINTENANCE  SCREEN 


QA058  2.0 


6-2 


AUG  19B6 


SYSTEM  MANAGEMENT  TRAINING  AID 


but  were  not  used  (i.e.,  the  admis¬ 
sion  was  cancelled) ,  as  well  as 
numbers  that  were  reserved  and  then 
released. 


OPTIONS 


CAUTION:  Do  not  use  options  B  and 
R,  Reserve  and  Release  Block  Num¬ 
bers,  while  other  A&D  users  are  on 
the  system. 

B#  -  RESERVE  BLOCK  #  enables  you  to 
reserve  numbers  Tor  manual  assign¬ 
ment. 

R#  -  RELEASE  BLOCK  #  enables  you  to 
release  a  previously  reserved 
block. 

V#  -  VIEW  USED  BLOCK  enables  you  to 
look  at  the  numbers  in  a  reserved 
block  that  have  been  assigned 
manually. 

N  -  VIEW  NEXT  PAGE  enables  you  to 
look  at  subsequent  pages  of  Cancel 
Pool  or  Used  Block  numbers. 

C  -  RETURN  TO  CANCEL  POOL  enables 
you  to  redisplay  previous  pages  of 
Cancel  Pool  or  Used  Block  numbers. 
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6.1  TO  RESERVE  A  BLOCK  OF  NUMBERS 


o  Enter  R  on  the  System  Management  Menu 
Screen  and  press  Return. 


The  Register  Number  Maintenance  Screen  is 
displayed. 


o  At  ENTER  SELECTION,  enter  B  followed  by 
the  number  of  the  block  you  wish  to  use 
(e.g.,  B1).  Press  Return. 


The  cursor  moves  to  QUANTITY  REQUESTED,  on  the 
same  line  as  the  block  number  you  selected. 


o  Enter  the  quantity  of  numbers  you  want  to 
reserve,  up  to  999,  and  press  Return. 


NOTE:  The  first  number  in  the  reserved 

block  will  be  the  next  sequential  reg¬ 
ister  number,  which  is  displayed  on 
the  screen. 


A  confirmation  message:  SAVE  NUMBERS  _  THRU 

_  IN  BLOCK  _ ?  is  displayed. 
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o  To  confirm  that  you  wish  to  reserve  this 
block,  enter  Y.  (If  you  do  not  want  to 
confirm,  enter  any  other  key,  and  the 
cursor  will  return  to  ENTER  SELECTION.) 


If  you  confirm,  the  cursor  moves  to  ENTER 
SELECTION. 

The  BEGINNING  NUMBER  field  displays  the  first 
number  in  the  reserved  block  (this  was  the 
next  sequential  register  number). 

The  ENDING  NUMBER  field  displays  the  last 
number  in  the  block.  The  system  calculated 
this  number  by  adding  the  quantity  you  re¬ 
quested  to  the  next  sequential  number. 


o  Press  Return  to  redisplay  the  System 
Management  Menu. 


The  System  Management  Menu  is  displayed.  The 
numbers  in  the  reserved  block  can  now  only  be 
assigned  manually. 


QA058  2.0 


6-5 


AUG  1986 


1 


SYSTEM  MANAGEMENT  TRAINING  AID 
Register  Number  Maintenance  Procedures 


6.2  TO  RELEASE  A  BLOCK  OF  REGISTER  NUMBERS 


NOTE:  Numbers  in  the  Cancel  Pool  may  not  be 
blocked.  Make  sure  you  have  used  all 
the  necessary  numbers  in  a  block 
before  you  release  it. 

o  Enter  R  on  the  System  Management  Menu 
Screen  and  press  Return. 


The  Register  Number  Maintenance  Screen  is 
displayed. 


o  At  ENTER  SELECTION,  enter  R  followed  by 
the  number  that  you  wish  to  release. 
Press  Return. 


A  confirmation  message  is  displayed:  RELEASE 
BLOCK  TO  CANCEL  POOL? 


o  To  confirm  that  you  wish  to  release  this 
block,  enter  Y.  (If  you  do  not  want  to 
confirm,  press  any  other  key,  and  the 
cursor  will  return  to  ENTER  SELECTION.) 
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If  you  confirm,  the  cursor  moves  to  ENTER 
SELECTION.  All  register  numbers  that  had  been 
reserved  are  now  released,  except  those  that 
were  already  used.  The  released  numbers  ap¬ 
pear  in  the  Cancel  Pool;  they  are  now  avail¬ 
able  for  automatic  assignment  to  records. 
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6.3  TO  VIEW  USED  NUMBERS 


o  Enter  R  on  the  System  Management  Menu 
Screen  and  press  Return. 


The  Register  Number  Maintenance  Screen  is 
displayed. 


o  At  ENTER  SELECTION,  enter  V  followed  by 
the  number  of  the  reserved  block  whose 
used  register  numbers  you  wish  to  view. 


Numbers  in  that  reserved  block  that  have  al¬ 
ready  been  manually  assigned  are  listed  on 
the  right  hand  side  of  the  screen  in  place  of 
the  Cancel  Pool.  If  none  of  the  numbers  in 
that  block  have  been  assigned,  this  area  will 
be  blank. 
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6.4  TO  REDISPLAY  THE  CANCEL  POOL 


o  When  the  right  side  of  the  Register 
Number  Maintenance  Screen  is  displaying 
the  Used  Block  Numbers  segment,  enter  C 
to  redisplay  the  Cancel  Pool.  Press 
Return. 


The  Cancel  Pool  is  displayed. 
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6.5  TO  VIEW  NEXT  PAGE 


o  The  Cancel  Pool  or  Used  Block  Numbers 
segments  can  display  as  many  as  20 
register  numbers  on  a  page.  To  see  sub¬ 
sequent  pages  of  either  segment ,  enter 
N  at  ENTER  SELECTION  on  the  Register 
Number  Maintenance  Screen. 


The  next  page  of  Cancel  Pool  numbers  or  Used 
Block  numbers  is  displayed.  The  rest  of  the 
screen  is  unchanged. 
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6.6  POINTS  TO  REMEMBER 


1.  To  use  Register  Number  Maintenance,  the  AUTO 
REGISTER  NUMBER  field  on  the  MTF  Profile 
Maintenance  Screen  must  be  set  to  Y  (i.e., 
automatic  assignment  of  register  numbers 
must  be  in  effect). 


2.  Because  register  numbers  are  constantly 
being  assigned  when  other  users  are  using 
the  A&D  subsystem,  you  should  not  reserve  or 
release  blocks  of  register  numbers  when 
other  A&O  users  are  on  the  system  (options  B 
and  R). 


3.  After  register  numbers  are  released  to  the 
CANCEL  POOL  they  can  not  be  blocked  again. 
AQCESS  will  automatically  assign  register 
numbers  from  the  Cancel  Pool  to  new  admis¬ 
sions  until  the  cancel  pool  is  empty.  When 
the  Cancel  Pool  is  empty,  the  next  register 
number  to  be  assigned  automatically  will  be 
the  next  sequential  register  number. 
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7.  U  -  USER 

ACCESS 

PURPOSE 

DESCRIPTION 


ID/TERMINAL  MAINTENANCE 


To  display  the  User  ID/Terminal 
Maintenance  Menu,  enter  U  on  the 
System  Management  Menu  and  press 
Return. 


The  User  ID/Terminal  Maintenance 
process  enables  you  to  assign  and 
delete  user  passwords,  and  assign 
system  privileges  to  individuals 
and  terminals.  These  functions  are 
essential  to  system  security;  they 
control  who  can  do  what  at  which 
terminal. 


The  User  10/Terminal  Maintenance 
Menu  displays  the  functions  you  can 
perform,  which  are: 

U  -  USER  ID/PASSWORD  MAINTENANCE 
enables  you  to  assign  new  passwords 
to  system  users,  update  information 
on  each  user  ID,  view  passwords  and 
delete  user  ID  codes,  and  unlock 
locked-out  users. 

R  -  REGENERATE  ALL  NEW  PASSWORDS 
automatically  assigns  new  passwords 
to  all  users  except  those  identi¬ 
fied  with  the  System  Manager  Flag. 
This  can  be  done  periodically,  or 
as  necessary  for  security  purposes. 
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USER  ID/TERMINAL  MAINTENANCE  MENU 
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T  -  TERMINAL  CAPABILITIES  MAINTE¬ 
NANCE  enables  you  to  as8^ 
capabilities  to  different  AQCESS 
terminals,  to  assign  a  default 
printer  for  each  CRT,  and  to  unlock 


0  -  DIS  ABLE /RE -ENABLE  LOGON  allows 
the  system  manager  to  disable  all 
aigned-on  terminals  and  prevent 
additional  users  from  signing-on. 
Sign-on  is  re-enabled  from  this 
option  as  well. 
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7.1  U 

ACCESS 

PURPOSE 


OPTIONS 


USER  ID/PASSWORD  MAINTENANCE 

To  display  the  User  ID/Password 
Maintenance  Screen,  enter  U  on  the 
User  ID/Terminal  Maintenance  Menu 
and  press  Return. 

User  ID/Password  Maintenance  en¬ 
ables  you  to  enter  and  update  in¬ 
formation  about  user  IDs  and  pass¬ 
words.  Specifically,  you  can: 

o  Assign,  view,  or  delete  user  IDs. 
o  Update  other  user  ID  information, 
o  Unlock  a  locked-out  user, 
o  Lock  out  a  user. 

The  options  listed  on  this  screen's 
submenu  are  as  follows: 

1  -  NEW  RANDOM  PASSWORD  automati¬ 
cally  generates  a  new  random  pass¬ 
word  for  an  individual  user. 

2  -  VIEW  PASSWORD  displays  the 
password  for  an  individual  user. 

3  -  DELETE  USER  ID  enables  you  to 
remove  a  user  ID  from  the  system. 

4  -  ADO/EDIT  ALLOWED  CLINICS  en¬ 
ables  you  to  provide  a  second  level 
of  security  by  specifying  which 
clinics  are  available  to  the  user 
and  whether  they  can  book,  display, 
or  not  view  the  appointments  in 
that  clinic. 
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5  -  EDIT  EXTENDED  SCREEN  SECURITY 
allows  you  to  control  the  Appoint¬ 
ing  and  Scheduling  menu  selections 
which  are  available  to  each  user. 
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srsrr*  ngnt 


DATE 
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PASSWORD  _  DATE  LAST  tHANGEO  _ 
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TRAINING  FLAG  _  TUTORIAL  FLAG  _ 
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7.1.1  TO  USE  THE  USER  ID/PASSWORD  MAINTENANCE 
PROCESS 

o  To  access  User  ID/Password  Maintenance, 
enter  U  on  the  User  ID/Terminal  Mainte¬ 
nance  Menu  and  press  Return. 


A  blank  USER  ID  field  is  displayed. 


o  To  modify  an  existing  user  ID/password, 
enter  the  user  ID  and  press  Return.  (To 
view  a  list  of  all  current  user  IDs  and 
passwords,  use  the  List  Current  Passwords 
option  described  in  Section  7.3,  below.) 

o  To  create  a  new  user  ID  and  password, 
enter  the  new  user  ID  and  press  Return. 
Remember,  each  user  ID  must  be  unique. 


The  User  ID  Maintenance  Screen  is  displayed. 
(1)  If  you  entered  an  existing  user  ID,  the 
data  on  that  ID  is  displayed,  and  the  cursor 
is  at  ENTER  SELECTION.  (2)  If  you  entered  a 
new  user  ID,  only  the  user  ID  is  displayed, 
and  the  cursor  is  at  the  first  field  where 
you  can  enter  data. 


o  The  procedures  you  can  perform  on  this 
screen  are  described  in  Sections  7.1.2 
through  7.1.6  below. 
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7.1.2  TO  CREATE  A  NEW  USER  ID  OR  UPDATE 
INFORMATION  ON  AN  EXISTING  USER  ID 


The  following  chart  describes  the  data  you  enter 
to  create  the  new  user  ID  and  password,  and  to 
update  information  on  an  existing  user  ID.  When 
you  have  completed  entering  or  updating  data  on 
this  screen,  press  Return  to  store  the  data  and 
make  it  available  to  the  system. 


PASSWORD:  You  can  enter  a  new  password  for 
this  user  (from  2  to  6  characters  long), 
or,  if  this  is  a  new  user  ID,  leave  this 
field  blank  and  a  new  random  password  will 
be  automatically  generated  by  the  system. 

An  automatically  assigned  password  will  not 
be  displayed  here  until  you  return  to  ENTER 
SELECTION.  If  you  are  updating  an  existing 
user  ID,  use  option  1  to  have  a  new  random 
number  automatically  assigned. 

CAPABILITIES:  Here  you  enter  the  system  capa¬ 
bilities  authorized  to  the  user  with  this 
ID  and  password.  There  are  two  ways  of 
doing  this. 

(1)  Enter  the  letter  or  number  that  repre¬ 
sents  each  system  function  to  be  allowed. 

Or  (2)  enter  the  profile  name  for  the  type 
of  user,  enclosed  in  single  quotes,  and 
predetermined  capabilities  authorized  to 
this  type' of  user  will  be  assigned  to  this 

(Continued  on  next  page) 
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user  ID.  You  can  use  Help  to  see  a  list  of 
these  profiles.  For  example,  the  code 
'A&D'  stands  for  A&D  clerk.  If  you  enter 
this  code,  the  functions  allowed  to  AAD 
clerks  will  be  authorized  for  this  user. 
When  you  press  Return  and  move  to  the  next 
field,  those  functions  will  be  displayed 
in  the  CAPABILITIES  field. 

MODIFIED  BY:  In  this  field  you  can  add  or 
subtract  from  the  capabilities  authorized 
to  this  user.  Enter  +  followed  by  the 
letters  of  the  functions  to  be  added,  and 
enter  minus  (-)  followed  by  the.  letters  of 
the  functions  to  be  subtracted.  It  is  not 
necessary  to  use  spaces  or  commas.  For 
example,  enter  +AD-S  to  allow  this  user  to 
use  Admission  and  Disposition  and  to  dis¬ 
allow  the  System  Management  function. 

TRAINING  FLAG:  Enter  Y  if  the  person  with 
this  user  ID  is  to  be  restricted  to  the 
training  database.  Otherwise,  leave 
blank. 

TUTORIAL  FLAG:  Enter  Y  if  the  person  with 
this  user  ID  is  to  be  restricted  to  tutor¬ 
ial  mode.  Otherwise,  leave  blank.  (If 
the  tutorial  flag  is  Y,  the  training  flag 
must  also  be  Y.) 

CR  SUPERVISOR  FLAG:  Enter  Y  to  indicate  that 
this  user  is  authorized  as  the  Clinical 
Records  supervisor. 

(Continued  on  next  page) 
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SYSTEM  MANAGER  FLAG:  Enter  Y  to  indicate  that 
this  user  is  authorized  as  the  System  Mana¬ 
ger. 

MSA  SUPERVISOR  FLAG:  Enter  Y  to  indicate  that 
this  user  is  authorized  as  the  Medical 
Services  Accounting  Supervisor. 

USER  NAME:  Enter  the  name  of  the  user  who 
will  have  this  user  10  and  password.  This 
is  a  required  field. 

WORK  PHONE:  Enter  the  work  phone  number  of 
this  user. 

INITIALS:  Enter  the  initials  of  this  user  (up 
to  three).  This  is  a  required  field. 

LOCKOUT  FLAG:  Enter  zero  (0)  to  indicate  that 
this  user  is  not  ldcked  out  of  the  system. 
To  lock  out  the  user  ID,  enter  1. 


CAUTION:  When  modifying  the  capabilities 
assigned  to  the  System  Manager  (you),  do 
not  remove  the  5ystem  Management  function 
from  your  list  of  authorized  functions. 
You  may  be  the  only  user  authorized  to 
use  System  Management. 
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7.1.3  TO  VIEW  A  PASSWORD 


NOTEs  When  the  User  ID  Maintenance  Screen  is 
displayed,  showing  data  on  an  existing 
user  ID,  the  screen  does  not  display 
the  password  unless  you  specifically 
request  it,  using  this  option. 


The  User  ID  Maintenance  Screen  is  displayed, 
with  the  cursor  at  ENTER  SELECTION.  The 
screen  displays  data  on  the  user  ID,  but  does 
not  display  the  password. 


o  To  have  the  password  associated  with  an 
ID  displayed,  enter  2  and  press  Return. 


The  password  is  displayed  in  the  PASSWORD 
field.  The  cursor  is  at  ENTER  SELECTION. 
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7.1.4  TO  ASSIGN  A  NEW  RANDOM  PASSWORD  TO 
AN  EXISTING  USER  ID 


NOTE:  Through  this  function  you  request  that 
the  system  automatically  assign  a  new 
random  password  to  the  user  ID.  You 
can  also  update  the  PASSWORD  field  by 
entering  a  specific  new  password. 

CAUTION:  Be  careful  not  to  change  the  System 
Manager's  (your)  password  without  knowing  the 
new  one. 


The  USER  ID  Maintenance  Screen  is  displayed, 
filled  in  with  data  on  a  user  ID,  and  the 
cursor  is  at  ENTER  SELECTION. 


o  To  have  a  new  random  password  generated 
for  this  user  ID,  enter  1  and  press 
Return. 


The  new  password  is  displayed.  The  cursor  is 
at  ENTER  SELECTION. 


o  Press  Return  to  assign  the  new  password 
to  the  user  ID.  The  new  password  will 
not  be  assigned  unless  you  press  Return. 

NOTE:  Since  this  procedure  affects  a  user's 
access  to  the  system,  use  it  with 
caution. 
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7.1.5  TO  DELETE  A  USER  ID 


CAUTION:  Be  careful  not  to  delete  the 
user  ID  of  the  System  Manger  (you).  You 
may  be  the  only  user  authorized  to  use  the 
System  Management  functions. 


The  User  ID  Maintenance  Screen  is  displayed, 
shoeing  data  on  the  user  ID  you  want  to  de¬ 
lete.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  3  and  press  Return. 


The  screen  displays  the  message,  ARE  YOU  SURE 
YOU  WANT  TO  DELETE  THIS  USER  ID? 


o  Enter  Y  to  confirm.  (If  you  don't  want 
to  confirm,  enter  any  other  key,  and  the 
cursor  moves  to  ENTER  SELECTION.) 


If  you  confirmed  the  deletion,  the  screen  dis¬ 
plays  the  message,  USER  ID  WILL  BE  DELETED 
WHEN  YOU  HIT  RETURN  TO  STORE  THE  TRANSACTION. 


o  Press  Return  to  delete  the  user  ID  from 
the  system.  (If  you  decide  not  to 
delete,  press  the  Cancel  key.) 
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7.1.6  TO  LOCK  OUT  OR  UNLOCK  A  USER  ID 


CAUTION:  Do  not  lock  out  the  System 
Manager's  (your)  user  ID,  since  this  may 
be  the  only  ID  with  access  to  the  System 
Management  function. 


The  User  ID  Maintenance  Screen  is  displayed, 
showing  data  on  the  user  ID  you  want  to  lock 
or  unlock.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  part  of  the  label  for  the  LOCKOUT 
FLAG  field  (e.g.,  enter  LOC)  and  press 
Return. 


The  cursor  moves  to  the  LOCKOUT  FLAG  field. 


o  To  lock  out  a  user  ID,  enter  1. 
o  To  unlock  a  user  ID,  enter  0  (zero). 


The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  change. 
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NOTE:  A  terminal  will  lock  if  the  user  ID 
and  password  are  entered  incorrectly 
more  than  the  allowed  number  of  times 
in  succession.  The  System  Manager 
will  have  to  unlock  the  terminal 
before  anyone  can  use  it  to  access 
the  system  again. 

Both  the  user  ID  and  the  terminal 
will  lock  if  the  user  ID  is  entered 
correctly  but  the  password  is  entered 
incorrectly  more  than  the  allowed 
number  of  times  in  sequence.  The 
System  Manager  will  have  to  unlock 
both  the  user  ID  and  the  terminal. 

See  Section  7.4  for  information  on 
unlocking  terminals. 
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7.1.7  TO  ASSIGN  CLINIC  CAPABILITIES 


The  User  ID  Maintenance  Screen  is  displayed, 
showing  data  on  the  user  ID  to  which  you  want 
to  assign  clinic  capabilities. 


o  Enter  4  and  press  Return. 


The  Edit  User  ID/OP  Clinic  Security  Screen  is 
displayed  with  the  cursor  at  CLINIC. 


o  Enter  the  Clinic  short  name.  Use  Help  to 
view  the  available  clinics. 


o  Enter  the  Security  Code: 

A  =  Available  for  8ooking  4  Display 
N  =  Not  Available  for  Booking  (Display 
Only) 

S  =  Secure  -  No  Booking  or  Display 


The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  data. 
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The  cursor  is  at  the  Clinic  field. 


o  Update  or  Edit  another  clinic  by 
repeating  the  previous  instructions  OR 


o  Press  Entry  Done  and  enter  1  at  ENTER 
SELECTION. 


The  User  ID  Maintenance  Main  Data  Screen  is 
displayed. 
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7.1.8.  TO  EDIT  EXTENDED  SCREEN  SECURITY 

Note:  This  option  only  controls  user  access  to 

Appointing  and  Scheduling  functions. 


The  User  ID  Maintenance  Screen  is  displayed 
showing  data  about  the  user  ID  you  wish  to 
edit. 


o  Enter  5  at  ENTER  SELECTION  and  press 
Return. 


The  system  displays  the  A&S  Main  Menu  and  the 
message  "Please  enter  valid  menu  selections 
for  this  usercode". 


o  Enter  the  letter(s)  representing  all  menu 
options  which  are  to  be  available  to  this 
user.  No  spaces  or  punctuation  are 
entered  between  the  letter(s).  Press 
Return. 


Note:  If  no  options  are  to  be  allowed,  press 
Return  at  ENTER  SELECTION. 


The  system  displays  the  A&S  Scheduling  Menu 
and  the  extended  security  edit  message. 
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o  Enter  the  letter(a)  representing  all  menu 
options  which  are  to  be  available  to  this 
user.  No  spaces  or  punctuation  are 
used.  Press  Return. 


The  system  displays  the  A&S  Reports  Menu  and 
the  extended  security  edit  message. 


o  Enter  the  number(s)  representing  all 
Report  Menu  options  to  be  available  to 
this  user.  No  spaces  or  punctuation  are 
used.  Press  Return. 


The  system  displays  the  A&S  Check-In  Menu  and 
the  extended  security  edit  message. 


o  Enter  the  letter(s)  representing  all 
Check-In  Menu  options  to  be  available  to 
this  user.  No  spaces  or  punctuation  are 
used.  Press  Return. 


The  system  displays  the  A&S  Modify  Schedules 
Menu  and  the  extended  security  edit  message. 
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o  Enter  the  letter(s)  representing  all 
Modify  Schedules  Menu  options  to  be 
available  to  this  user.  No  spaces  or 
punctuation  are  used.  Press  Return. 


The  security  edit  is  complete.  The  User  ID 
Maintenance  Screen  is  displayed. 


7.1.9  POINTS  TO  REMEMBER 


1.  The  System  Manager's  user  ID  and  password 

can  also  be  modified,  but  BE  CAREFUL: 

o  Do  not  lock  out  the  System  Manager's 
ID. 

o  Do  not  remove  System  Management  (S)  from 
the  list  of  the  System  Manager's  author¬ 
ized  capabilities. 

o  Do  not  change  the  System  Manager's  pass¬ 
word  without  knowing  the  new  one. 


2.  When  the  User  ID  Maintenance  Screen  is  dis¬ 
played  for  an  existing  user  ID,  the  password 
will  not  be  displayed  unless  you  specifi¬ 
cally  request  it  using  option  2.  When  the 
NEW  RANOOM  PASSWORD  option  is  used  to 
generate  a  new  password,  the  new  password  (a 
random  series  of  three  letters  and  three 
numbers)  is  displayed  in  the  PASSWORD  field. 
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3.  The  user  ID  will  be  locked  out  if  the  ID  is 
entered  correctly  but  the  password  is  en¬ 
tered  incorrectly  more  than  the  allowed  num¬ 
ber  of  times  in  succession.  When  this  hap¬ 
pens,  both  the  user  ID  and  the  terminal  will 
be  locked.  The  System  Manager  will  have  to 
unlock  both  the  user  ID  and  the  terminal 
before  either  can  be  used  to  access  the  sys¬ 
tem  again. 


4.  An  Assistant  System  Manager  can  be  created 
by  entering  'V  in  the  CAPABILITIES  field  of 
the  User  ID  Maintenance  Screen,  through  the 
AQC  directory.  This  assistant  will  be  able 
to  perform  system  startup,  shutdown,  and 
system  backup  functions  on  the  Operator’s 
Console.  The  user  will  not  be  able  to  per¬ 
form  any  other  System  Management  functions. 
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7.2  R  -  REGENERATE  ALL  NEW  PASSWORDS 


ACCESS  To  perform  this  function,  enter  R 

on  the  User  ID/Terminal  Maintenance 
Menu  and  press  Return. 

PURPOSE  This  option  enables  you  to  create 

new  passwords  for  all  user  IDs 
except  the  System  Manager's.  Since 
this  affects  entry  into  the  system 
by  all  other  users,  be  very  careful 
when  using  this  process. 


TO  REGENERATE  ALL  NEW  PASSWORDS 


o  Enter  R  on  the  User  ID/Terminal  Mainte¬ 
nance  Menu  Screen  and  press  Return. 


The  system  ID  will  display  the  following: 

YOU  ARE  ABOUT  TO  REGENERATE  NEW  PASSWORDS  FOR 
ALL  USER  IDS  (EXCEPT  THE  SYSTEM  MANAGER). 
ENTER  Y  TO  REGENERATE  NEW  PASSWORDS. 

The  cursor  is  positioned  at  the  end  of  this 
message . 


o  To  regenerate  all  new  passwords,  enter 
Y.  To  avoid  regenerating,  enter  any 
other  key. 
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The  User  ID/Terminal  Maintenance  Menu  Screen 
remains  displayed. 


o  Use  the  User  ID  Maintenance  Screen  or 
the  List  Current  Passwords  function 
(option  L)  to  view  the  regenerated 
passwords. 
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7.3  T  -  TERMINAL  CAPABILITIES  MAINTENANCE 


ACCESS  To  access  the  Terminal  ID  Mainte¬ 

nance  Screen,  enter  T  on  the  User 
ID/Terminal  Maintenance  Menu  and 
press  Return. 


PURPOSE  Terminal  Capabilities  Maintenance 

enables  you  to  view  or  update 
functions  available  to  each  termi¬ 
nal,  to  assign  the  default  printer 
for  each  terminal,  and  to  lock  out 
or  unlock  terminals. 


DESCRIPTION  The  Terminal  ID  Maintenance  Screen 
displays  capabilities,  printers, 
and  flags  assigned  to  a  terminal. 
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7.3.1  TO  ASSIGN  OR  MODIFY  SYSTEM  CAPABILITIES 
FOR  A  TERMINAL 


o  Enter  T  on  the  ID/Terminal  Maintenance 
Menu  Screen  and  press  Return. 


A  blank  TERM  ID  field  is  displayed. 


o  Enter  the  device  number  of  the  terminal 
for  which  you  wish  to  assign  or  modify 
system  capabilities,  and  press  Return. 


The  Terminal  ID  Maintenance  Screen  is  dis¬ 
played. 

If  you  entered  the  number  of  a  terminal  that 
is  already  defined  to  AQCESS,  the  screen  con¬ 
tains  the  data  for  that  terminal,  and  the  cur 
sor  is  at  ENTER  SELECTION. 

If  you  entered  the  device  number  of  a  termi- 
al  being  added  to  the  system,  the  screen  will 
not  contain  data,  and  the  cursor  will  be  at 
the  first  enterable  field. 


The  chart  on  the  next  page  describes  the  data 
you  need  to  enter  in  order  to  assign  or  modify 
the  system  functions  that  can  be  performed  at 
this  terminal. 
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CAPABILITIES:  Here  you  enter  letters  or  num¬ 
bers  to  designate  the  functions  that  can  be 
performed  at  a  terminal.  NOTE:  capabili¬ 
ties  cannot  be  assigned  to  printer  devices. 

There  are  two  ways  to  designate  the  system 
capabilities  that  can  be  performed  at  a 
terminal.  (1)  Enter  the  letters  or  numbers 
representing  the  functions  to  be  assigned 
(e.g.,  ADTE1).  Or  (2)  enter,  in  single 
quotes,  the  profile  name  for  a  type  of 
user,  and  the  predetermined  capabilities 
authorized  for  that  profile  will  be  as¬ 
signed  to  this  terminal.  You  can  use  Help 
to  list  these  profiles.  For  example,  the 
code  'A&D1 '  stands  for  "A&D  clerk."  If  you 
enter  this  code,  the  capabilities  defined 
for  A&D  clerks  will  be  assigned  to  this 
terminal.  When  you  press  Return,  the  list 
of  capabilties  is  displayed  in  this  field. 

MODIFIED  BY:  In  this  field  you  can  change  the 
capabilities  assigned  to  the  terminal  by 
entering  +,  followed  by  the  letters  or  num¬ 
bers  of  the  capabilities  to  be  added,  and 
minus  (-),  followed  by  the  letters  or 
numbers  of  the  capabilities  to  be  removed. 
It  is  not  necessary  to  separate  these  with 
spaces  or  commas.  When  you  press  Return, 
the  CAPABILITIES  field  will  reflect  the 
modification  you  just  made. 

DEFAULT  PRINTER:  Enter  the  device  number  of 
the  printer  that  will  be  used  by  the  CTRL  P 
option  to  print  screens  (up  to  3  digits). 

(Continued  on  next  page) 
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LOCKOUT  FLAG:  Enter  zero  (0)  in  this  field  to 
indicate  that  the  terminal  is  not  locked 
out  of  the  system.  To  lock  the  terminal 
out,  enter  1. 
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Terainal  ID  Maintenance  Procedures 


7.3.2  TO  LOCK  OUT  OR  UNLOCK  A  TERMINAL 


The  Terminal  ID  Maintenance  Screen  is  display¬ 
ing  data  on  the  terminal  you  want  to  lock  or 
unlock,  and  the  cursor  is  at  ENTER  SELECTION. 


o  Enter  part  of  the  label  for  the  LOCKOUT 
FLAG  field  (e.g.,  LO),  and  press  Return. 


The  cursor  moves  to  the  LOCKOUT  FLAG  field. 


o  Enter  1  to  lock  the  terminal  or  0  (zero) 
to  unlock  the  terminal. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  change. 
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7.4  0  -  DISABLE/RE-ENABLE  LOGON 


AQCE55  To  access  this  option  select  D  on 

the  User  ID/Terminal  Maintenance 
Menu. 


PURPOSE  This  option  enables  you  to  disable 

all  signed-on  terminals  at  the  next 
logical  point  in  the  process  being 
performed  on  that  terminal.  Addi¬ 
tional  users  will  be  unable  to 
sign-on. 

DESCRIPTION  This  option  is  useful  for  ensuring 
that  no  users  are  on  the  system 
when  jobs  which  could  potentially 
be  affected,  by  their  input  are 
running  e.g.,  backups. 

NOTE:  The  System  Status  report  on  the 
Operation' 8  Menu  can  be  run 
periodically  after  disable  logon 
until  all  users  have  been  forced 
off. 
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7.4.1  TO  DISABLE  LOGON 

o  Enter  D  on  the  User  ID/Terminal  Mainte¬ 
nance  Menu  and  press  Return. 


The  Disable/Re-Enable  Logon  screen  is  display¬ 
ed.  The  cursor  is  at  Enter  Selection. 


o  Enter  ALL  and  press  Return. 


The  cursor  moves  to  LOGON  DISABLED  REASON. 


o  Enter  the  reason  why  logon  is  being  dis¬ 
abled.  Press  Return. 


Note:  This  message  will  display  on  the  screen 
as  each  user  is  forced  off  the  system  or 
as  a  new  user  attempts  to  sign-on. 


o  Follow  the  procedures  in  Section  2  of  the 
HARDWARE  MAINTENANCE  portion  of  this 
manual  to  obtain  and  interpret  a  System 
Status  Report  to  ensure  that  all  users 
are  off  the  system  prior  to  performing 
the  system  maintenance  job  for  which  log¬ 
on  was  disabled. 
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DISABLE /RE -ENABLE  LOGON  SCREEN 
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Disable/Re-Enable  Logon  Procedures 


7.4.2  TO  RE-ENABLE  LOGON 


o  Enter  S;  U;  D  on  the  User  Mam  Menu  and 
press  Return. 


Notes  The  System  Manager  ID  is  the  only  User  ID 
allowed  to  access  the  system  when  Logon 
is  disabled. 


The  Disable/Re-Enable  Logon  screen  is  display¬ 
ed.  The  cursor  is  at  Enter  Selection. 


o  Enter  1  and  press  Return. 


The  system  is  available  for  access  by  all 
users. 
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Announcements  Procedures 


8*  A  -  ANNOUNCEMENTS 


AQCESS 


To  access  the  Announcements  screen 

w  °n  tho  System  Management 
Menu  and  press  Return. 


PURPOSE 


To  display  a  message  on  the  User 
bign-On  screen. 


DESCRIPTION 


*  .  announcements  can  be  assiqned 

beginning  and  ending  dates.  The 
messages  will  only  appear  on  the 
bign-On  during  the  specified  date 
range.  Only  0ne  announcement  can 
be  displayed  at  any  given  time. 
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Announcements  Procedures 


SYSTEM  MANAGER  ANNOUNCEMENTS  SCREEN 
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Announcements  Procedures 


8.1  TO  ENTER  AN  ANNOUNCE  HINT 


o  Enter  S  on  the  User  Entry  Menu  and  press 
Return. 


The  System  Manager  Menu  is  displayed. 


o  Enter  A  on  the  System  Manager  Menu  and 
press  Return. 


The  Announcements  screen  is  displayed.  The 
cursor  is  at  ENTER  SELECTION. 


o  Enter  ALL  and  press  Return. 


The  cursor  moves  to  START  DATE. 


o  Enter  the  first  date  on  which  the 
announcement  should  display  on  the  Sign- 
On  screen.  Press  Return. 


The  cursor  moves  to  END  DATE. 
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o  Enter  the  last  date  on  which  the 
announcement  should  appear  on  the  Sign-On 
screen.  Press  Return. 


The  cursor  moves  to  the  open  area  below  START 
DATE  and  END  DATE. 


o  Type  the  announcement  as  you  want  it  to 
appear  on  the  Sign-On  screen.  The  cursor 
will  move  to  each  new  live  automati¬ 
cally.  Press  Entry  Done  when  the  message 
is  complete. 


The  cursor  moves  to  ENTER  SELECTION. 


o  Press  Return  to  store  the  message. 


QA058  2.0 


8-4 


AUG  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 
System  Management  Reports 


9.  SYSTEM  MANAGEMENT  REPORTS 


AQCE5S  To  access  this  opt ion ,  enter  S  on 

the  System  Management  Menu  and 
press  Return. 


PURPOSE  With  this  option,  you  can  view  the 
Invalid  Sign-On  Log,  a  listing  of 
sign-on  attempts  using  incorrect 
user  IDs  and  passwords  and  the  List 
of  Current  Passwords. 


DESCRIPTION  The  Invalid  Sign-On  Log  shows  when 
the  user  ID  or  password  errors  were 
made,  the  terminal  used,  and  the 
number  of  attempts. 

The  List  of  Current  Passwords  shows 
all  user  IDs  with  associated  pass¬ 
words,  the  date  last  changed  and 
related  user  information. 
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RUN-TIME  SCREEN  FOR  THE 
INVALID  SIGN-ON  LOG 
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9.1  TO  PRINT  OR  VIEW  THE  INVALID  SIGN-ON  LOG 


o  Enter  S  on  the  System  Management  Menu 
Screen  and  press  Return. 


The  System  Management  Reports  Menu  is  display¬ 
ed.  The  cursor  is  at  ENTER  SELECTION. 


|  o  Enter  1  and  press  Return. 

I 


The  Report  Run-Time  Information  Screen  is 
displayed,  with  the  cursor  at  PERIOD  START. 


o  Enter  the  starting  date  for  the  time 
period  for  which  you  want  data,  and  press 
Return. 


The  cursor  moves  to  ENTER  SELECTION. 
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The  cursor  moves  to  the  PERIOD  END  field. 


o  Enter  the  ending  date  for  the  reporting 
period,  and  press  Return. 


The  cursor  moves  to  CLEAR  LOG  FOR  PERIOD. 


NOTE:  Normally,  invalid  sign-on  data  should  be 
cleared  each  time  you  run  this  report. 
You  will  always  be  able  to  reprint  or  re¬ 
display  the  last  log  should  you  need 
another  copy. 


o  In  this  field  you  can  indicate  that  you 
want  to  remove  the  invalid  sign-on  data 
from  the  system  after  the  report  is 
printed  or  displayed.  To  do  this,  enter 
Y.  If  you  do  not  want  to  remove  this 
data  from  the  system,  leave  this  field 
blank. 


The  cursor  moves  to  the  PRINTER  COPIES  field. 


o  To  print  the  Log,  enter  the  number  of 
copies  you  want  and  press  Return.  To 
display  the  Log  on  the  screen,  leave  this 
field  blank  and  press  Return. 
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9.2  TO  PRINT  OR  VIEW  THE  LIST  OF  CURRENT 
PASSWORDS 


o  Enter  on  the  System  Management  Menu 
Screen  and  press  Return. 


The  System  Management  Reports  Menu  is  display¬ 
ed.  The  cursor  is  at  ENTER  SELECTION. 


o  Enter  2  and  press  Return. 


The  Report  Run-Time  Information  Screen  is 
displayed,  with  the  cursor  at  PRINTER  COPIES. 


QA058  2.0 


9-5 


AUG  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 
System  Management  Reports 


RUN-TIME  INFORMATION  SCREEN 
FOR  THE  LIST  OF  CURRENT  PASSWORDS 
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o  To  print  the  list,  enter  the  number  of 
copies  you  want  and  press  Return.  To 
display  the  list  on  the  screen,  leave 
this  blank  and  press  Return. 


The  cursor  moves  to  the  SELECTION  field. 


o  You  can  return  to  the  PRINTER  COPIES 
field  to  change  the  number  of  copies  by 
entering  part  of  the  field  label  here 
(e.g.,  PR)  and  pressing  Return. 


o  If  you  do  not  wish  to  change  the  number 
of  copies,  press  Return. 


If  you  requested  a  printed  list,  the  User  ID/ 
Terminal  Maintenance  Menu  is  redisplayed,  and 
the  list  is  printed  on  the  printer  that  is 
defined  in  the  report  table  for  this  report. 

If  you  wanted  to  see  the  list  on  the  screen, 
it  is  displayed  next. 


o  If  the  list  is  being  displayed  on  the 
screen,  press  Return  to  see  each  page  of 
it.  Pressing  Return  on  the  last  page  of 
the  list  will  redisplay  the  User  ID/ 
Terminal  Maintenance  Menu  Screen. 
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ACCESS  Operating  system  options  can  only  be 

accessed  via  the  Letterwriter  100  con¬ 
sole.  Press  Return  and  the  USER  ID 
prompt  is  displayed.  Enter  your  System 
Manager  User  ID  and  press  Return.  The 
PASSWORD  prompt  is  displayed.  Enter 
your  System  Manager  Password  and  press 
Return.  The  OPTION  prompt  will  be  dis¬ 
played.  If  you  enter  a  guestion  mark 
(?)  in  the  first  field  after  the 
prompt,  a  Main  Menu  listing  all  the 
operation  options  will  be  shown. 

For  many  of  the  options  available,  sub¬ 
functions  can  be  selected.  These  sub¬ 
functions  can  also  be  displayed  by 
entering  a  "?"  at  the  ENTER  OPTION 
prompt.  The  ENTER  OPTION  prompt  will 
only  be  displayed  after  an  option  has 
been  selected  from  the  Main  Menu. 

PURPOSE  The  options  available  enable  the  System 
Manager  to  perform  System  Utility 
Routines  that  are  part  of  the  operating 
system.  These  utilities  are  used  to 
maintain  the  system.  Because  these  op¬ 
tions  enable  the  user  to  access  the 
operating  system,  care  should  be  exer¬ 
cised  in  making  this  capability  avail¬ 
able  to  other  users. 

OPT 1QN5  Many  of  the  options  have  default 
answers  already  programmed.  The 
default  answer  is  always  displayed 
between  LESS  THAN  (<)  and  GREATER  THAN 
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1.  SYSTEM  OPERATIONS  OVERVIEW  (CONTINUED) 


(>)  symbols.  If  the  default  answer  is 
correct,  you  can  press  Return  and  the 
default  value  will  be  accepted. 

You  can  cancel  out  of  any  option  or 
stop  execution  by  pressing  the  Return 
key.  You  can  also  use  the  up  arrow  (A) 
symbol  to  cancel  out  of  an  option. 

NOTE:  Do  not  use  the  Break  Key,  if  you  have 

not  disabled  this  key.  Call  NDC 
Customer  Support  for  directions  on  how 
to  do  this. 

The  Main  Menu  lists  the  following 
options: 

S  -  SYSTEM  STATUS  lists  the  current 
status  of  all  active  jobs  on  the 
computer. 

E  -  ERRORS  lists  the  Error  Log  of  any 
software  errors  that  have  occurred  in 
your  system. 

ED  -  EDIT  TERMINAL  GLOBALS  can  only  be 
used  on  instructions  from  AQCESS 
Customer  Support. 

D  -  DEVICE  SETUP  is  used  when  adding  or 
moving  terminals  or  printers  in  your 
system  configuration. 

I  -  INTEGRITY  enables  you  to  verify  the 
integrity  of  data  in  the  system. 
Integrity  should  always  be  executed  if 
an  abnormal  shutdown  occurs. 
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1.  SYSTEM  OPERATIONS  OVERVIEW  (CONTINUED) 

SA  -  SAVE  TRAINING  DATABASE  enables  you 
save  (copy)  the  training  database  from 
the  system  to  tape. 

L  -  LOAD  [RAINING  DATABASE  enables  you 
to  load  the  training  database  from  the 
same  tape  back  on  the  system.  Loading 
the  training  database  will  write  over 
the  training  database  currently  on  the 
system. 

8  -  BROADCAST  transmits  messages  from 
the  console  to  other  terminals  on  the 
system. 

BA  -  BACKUP  SYSTEM  enables  the  MTE  to 
save  all  of  the  information  on  the 
disk  to  a  backup  tape. 

C  -  CLINICAL  RECORDS  BATCH  PROCESSING 
creates  transcript  tapes  or  recreates 
the  previous  transcript  tape.  It  also 
generates  a  hard-copy  listing  the 
records  copied  to  the  tape. 

T  -  TALLY  DISK  BLOCKS  lists  a  summary 
of  disk  space  usage. 

CA  -  CARETAKER  UTILITIES  manages  the 
Caretaker  job  and  system  Error  Logs. 

DA  -  DATE  UPDATE  sets  the  current  date. 

TI  -  TIME  UPDATE  sets  the  current  time. 
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1.  SYSTEM  OPERATIONS  OVERVIEW  (CONTINUED) 

SH  -  SHUTDOWN  SYSTEM  performs  an  order¬ 
ly  shutdown  of  the  operating  system. 

U  -  UPDATE  OR  VIEW  SOFTWARE  enables  you 
to  update  AQCESS  software  and  view 
status  utilities. 

R  -  RESTORE  SYSTEM  MANAGER  enables  you 
to  create  a  password  and  user  ID  for 
the  System  Manager. 

A  -  ARCHIVE  PROCESSING  enables  you  to 
archive  records  which  meet  the  Archive 
Date . 

DEE  -  DEERS  Processing  enables  you  to 
determine  and  control  the  up/down 
status  of  the  DEERS  interface  and  to 
print  the  DEERS  Error  Report. 

NOTE:  All  of  the  options  available  can  cause 

system  problems  if  used  incorrectly. 

If  you  have  any  questions  on  the  use  of 
any  options,  please  contact  the  AQCESS 
Customer  Support  group.  See  the  front 
of  this  Traininq  Aid  for  the  phone 
number  and  address. 
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USER  ID 
PASSWORD 

TYPE  A  *?•  FOR  OPTIONS 
OPTION:'? 


S  SYSTEM  STATUS 
E  ERRORS 

EO  EOIT  TERMINAL  GLOBALS 
D  DEVICE  SETUP 
I  INTEGRITY 

SA  SAVE  TRAINING  DATABASE 
L  LOAD  TRAINING  DATABASE 
B  BROADCAST 
BA  BACKUP  SYSTEM 

C  CLINICAL  RECORDS  BATCH  PROCESSING 

T  TALLY  DISK  BLOCKS 

CA  CARETAKER  UTILITIES 

DA  DATE  UPDATE 

T I  TIME  UPDATE 

SH  SHUTDOWN  SYSTEM 

U  UPDATE  OR  VIEW  SOFTWARE 

R  RESTORE  SYSTEM  MANAGER 

AR  ARCHIVE 

DEE  DEERS  PROCESSING 
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2.  S  -  SYSTEM  STATUS 


ACCESS  Enter  S  at  the  OPTION  prompt  and  press 
Return. 

PURPOSE  The  System  Status  Report  may  be  run  to 
determine  the  current  status  of  all 
active  jobs  on  the  computer.  This  can 
be  done  to  determine  the  cause  of  a 
decline  in  operating  speed,  to  check 
the  lines  in  case  of  terminal  failure, 
and  to  verify  the  number  of  users  ac¬ 
tive  prior  to  performing  certain  op¬ 
erations  (such  as  Integrity  Verifica- 
ation)  which  could  substantially  impact 
the  speed  of  the  computer's  response. 

NOTE:  This  log  is  for  your  benefit  only.  It 

may  remain  on  console  log  sheets  filed 
daily  at  your  MTF. 
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2.1  TO  OBTAIN  A  SYSTEM  STATUS 


•  Enter  S  (System  Status)  at  the  OPTION 
prompt  and  oress  Return. 

The  system  name,  date,  and  total  of 
active  jobs  are  printed  on  the  console, 
followed  by  a  listing  of  currently 
active  jobs. 
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2.2  INTERPRETING  THE  SYSTEM  STATUS  REPORT 

Job  State  Devices  UCI  Routine 

The  JOB  NUMBER  is  automatically  assigned  by  the 
system,  depending  upon  the  order  of  initiation 
of  each  process  (terminal  sign-on,  print  re¬ 
quest).  This  number  will  not  correspond  with 
the  terminal  number. 

The  STATE  indicates  the  current  status  of  each 
job.  Your  Job  Number  should  be  the  only  one 
with  the  Run  Queue  state. 

trahng  -  Signed-on,  idle  or  unused  terminal. 

weit(1q-4q)  -  Waiting  for  queued  output  device, 
such  as  a  printer.  The  numbers  1-4 
indicate  the  priority  of  each  job. 

dakhnq  -  A  job  is  waiting  to  read/write  to 
disc. 

■thng  -  A  job  is  waiting  to  read/write  to 
tape. 

dskinhb  -  Disc  drive  is  off-line. 

lockcMf  -  Device  is  trying  to  lock  a  portion  of 
a  global. 

hangcmd  -  Waiting  for  CPU  execution;  nightly 
cycle  job  waiting  for  execution. 

opencnd  -  Terminal  trying  to  sign-on. 

running  -  Device  on  which  status  report  is 
being  run. 
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DEVICES  indicates  the  device  number(s)  being 
used  by  each  job.  An  *  (asterisk  indicates  the 
device  is  the  current  one  being  utilized  for 
this  job.  The  first  terminal  listed  for  each 
iob  number  is  the  principal  device  (the  device 
dhich  initiated  this  job).  Parentheses  indicate 
device  is  unowned  (a  background  job). 


The  UCI  indicates  tne  directory;  Routine  indi¬ 
cates  the  program  the  job  is  running. 
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3.  E  - 

ACCESS 

PURPOSE 


ERRORS 


Enter  E  at  the  OPTION  prompt  and  press 
Return. 


The  Error  Loq  details  any  software 
errors  that  occur  at  your  site.  The 
log  is  designed  to  provide  pertinent 
information  about  the  data  in  the  sys¬ 
tem  when  the  error  occurs,  thereby 
enabling  NDC  technical  staff  to  deter¬ 
mine  the  cause  of  the  error  and  correct 
it. 

The  error  listing  should  be  run  once  a 
week  ONLY.  Return  the  weekly  error 
listing  at  the  end  of  each  week  to 
AQCESS  Customer  Support. 

No  further  action  by  MTE  personnel  is 
required.  If  NDC  requires  further 
information  on  an  error,  you  will  be 
contacted  by  Customer  Support. 
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SYSTEM  MANAGEMENT  TRAINING  AID 
3.1  TO  OBTAIN  AN  ERROR  LISTING 


•  Enter  E  at  the  OP  I  ION  prompt  and  press 
Return. 

The  system  prompts: 

•  (MTF  Name) 

Which  <date:  (Enter  a  question  mark  [?]) 
Errors  have  been  logged  on:  T - 1 3 ,  T-12, 
T -9 ,  etc. 


NOTE:  Enter  all  the  days  within  the  range  of 

T-1  through  T-7  to  list  errors  for  the 
week  ONLY.  Ignore  any  "T"  day  higher 
than  T-7.  If  there  are  no  errors  listed 
within  the  range  of  T-1  through  T-7, 
press  Return  to  return  to  the  OPTION: 
prompt. 

Enter: 

>  ,AQ'  to  exist. 

>  ' A'  to  return  to  the  last  question. 

>  Date  as  'DO',  'MM/DD',  'MM/DD/YY', 

* T '  or  'T-1'  (Note:  'T 1  as  in  Today.) 

(MTF  Name) 

Which  Date: 
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3.1  TO  OBTAIN  AN  ERROR  LISTING  (CONTINUED) 


•  Enter  all  the  days  within  the  T-1 
through  T-7  range. 

The  total  number  of  errors  for  the  date 
selected  will  print  on  the  console, 
followed  by  a  complete  summary  of  each 
error  listed. 


•  Return  the  weekly  error  listing  to 
AQCESS  Customer  Support  at  the  end  of 
each  week. 
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4.  ED  -  EDIT  TERMINAL  GLOBALS 


You  can  only  use  this  option  when  you  are  in¬ 
structed  to  do  so  by  AQCESS  Customer  Support. 
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5.  D  -  DEVICE  SETUP 

ACCESS  Enter  D  at  the  OPTION  prompt  and  press 
Return . 


PURPOSE  The  Device  Setup  routine  must  be  ini¬ 
tiated  when  adding  or  moving  terminals 
or  printers  or  in  order  to  print  a 
listing  of  all  devices.  The  CPU  re¬ 
quires  this  information  in  order  to 
know  how  to  communicate  to  each  device 
and  to  determine  whether  the  device  is 
a  terminal,  printer,  operator's  con¬ 
sole,  etc. 

Your  system  will  arrive  with  all  ports 
defined  as  terminals.  Therefore,  you 
would  not  need  to  select  this  option  if 
you  were  simply  adding  a  terminal  to 
your  basic  system;  only  printers  would 
require  modification. 


NOTE:  You  should  contact  AQCESS  Customer 

Support  whenever  you  move  or  add  a 
terminal  (see  the  beginning  of  this 
Training  Aid  for  contact  information). 
Customer  Support  maintains  a  file  for 
each  MTF  designating  the  ports  to  which 
each  terminal  is  connected.  This 
information  may  be  used  when  correcting 
or  investigating  a  system  problem  and 
when  preparing  the  update  releases. 
Therefore,  you  can  be  supported  most 
efficiently  only  if  you  contact  Cus¬ 
tomer  Support  when  such  changes  are 
made . 


QA058  2.0 


5-1 


AUG  1986 


1 


SYSTEM  MANAGEMENT  TRAINING  AID 

5.1  TO  PRINT  A  DEVICE  LISTING 

•  Enter  D  at  the  OPTION  prompt  and  press 
Return. 

You  will  see  the  prompt,  LIST  DEVICES? 


•  Enter  Y. 


You  will  see  the  prompt,  CONFIGURATION? 

<1>. 


•  Press  Return. 


The  prompt  OUTPUT  DEVICE?  will  print. 


•  Enter  zero  (0)  to  have  the  listing 
printed  out  on  the  printer  you  are  on 
(or  enter  another  device  number  if  you 
want  it  to  print  elsewhere). 


The  listing  of  ail  devices  and  the 
characteristics  defining  them  will  be 
printed.  See  the  Section  5.5  for  an 
explanation  of  the  data  contained  in 
this  listing. 
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5.2  TO  INITIATE  A  DEVICE  SETUP 


•  Enter  D  at  the  OPTION  prompt  and  press 
Return. 


You  will  see  the  prompt,  LIST  DEVICES? 


•  Press  Return. 

The  system  will  ask  for  the  name  of  the 
configuration  you  wish  to  alter, 
followed  by  the  default  configuration. 

•  Press  Return  to  accept  the  default. 

CONFIGURATION  ”1”  IS  RUNNING  NOW.  IF 
YOU  CONTINUE,  BOTH  MEMORY  AND  DISK  WILL 
BE  MODIFIED.  ARE  YOU  SURE  YOU  WANT  TO 
PROCEED?  <N0>  Y 

•  Enter  Y  and  press  Return. 


The  instructions  ENTER  DEVICE  NUMBER,  OR 
RANGE  OF  DEVICE  NUMBERS  will  print, 
followed  by  the  device  characteristics. 
See  Section  5.5  for  an  explanation  of 
these  characteristics. 


QA058  2.0 


5-3 


AUG  1986 


MICROCOPY  RESOLUTION  TEST  CHART 

NATIONAL  BUREAU  OT  STANDARDS- 1 963-A 


\  r 


SYSTEM  MANAGEMENT  TRAINING  AID 

5.3  TO  ADD  A  NEW  DEVICE 


•  Enter  the  device  number.  If  more  than 
one  device  is  being  added,  you  may  enter 
a  range  of  numbers  separated  t)y  a  colon 
(:). 


The  default  values  will  print  for  each 
device.  On  the  next  line,  the  device 
number  will  print,  and  the  printer  will 
wait  at  each  of  the  fields. 


•  If  you  want  to  accept  the  default  value, 
press  Return.  At  each  field  the  printer 
will  wait  until  you  press  Return  or 
enter  another  response. 


The  last  characteristic,  Edit  Comment, 
should  be  a  Y  (see  explanation  of 
characteristics  in  Section  5.5).  Ihe 
printer  stops  at  the  next  line  to  allow 
you  to  enter  comments. 


•  Enter  a  short  description  of  that 
device's  location  and  press  Return. 


•  When  all  the  characteristics  for  the 
terminal  have  been  established,  press 
Return  at  the  DEVICE  NUMBER  field. 
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3.3  TO  ADD  A  NEW  DEVICE  (CONTINUED) 

•i 

The  system  will  prompt  you  for  your 
initials. 


•  Enter  your  initials  and  press  Return. 

The  system  will  instruct  you  to  enter  a 
comment . 

•  Enter  a  short  explanation  of  the 
additions  and  include  the  date. 
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3.4  TO  ALTER  AN  EXISTING  DEVICE 


CAUTION:  If  you  attempt  to  edit  a  device 
that  is  currently  active,  you  may  affect 
the  operation  and  impact  the  user  of  that 
device.  Before  selecting  this  option,  make 
certain  that  the  device  is  free.  If  uncer¬ 
tain,  enter  A  at  the  prompt  "ARE  YOU  SURE 
YOU  WANT  TO  PROCEED?"  and  check  the  system 
status  before  continuing. 


•  Enter  the  device  number.  If  more  than 
one  device  is  being  altered,  you  may 
enter  a  range  of  numbers  separated  by  a 
colon  ( : ) . 


The  current  values  assigned  to  this 
device  will  print.  The  device  number 
will  print  on  the  next  line,  and  the 
printer  will  stop  at  each  field. 


•  If  you  want  to  accept  the  current 

characteristic  value,  press  Return  and 
the  printer  will  go  to  the  next  charac¬ 
teristic.  To  change  the  value,  enter  a 
new  value  and  press  Return  to  move  to 
the  next  characteristic. 


The  last  characteristic,  Edit  Comment, 
should  be  a  Y  (see  explanation  of 
characteristic  in  Section  5.3).  The 
printer  will  wait  on  the  next  line  for 
you  to  enter  comments. 
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5.4  TO  ALTER  AN  EXISTING  DEVICE  (CONTINUED) 


•  Enter  a  short  description  of  that 
device's  location  and  press  Return. 


•  When  all  the  characteristics  for  each 
terminal  have  been  established,  press 
Return  at  the  DEVICE  NUMBER  field. 


The  system  will  prompt  you  for  your 
initials. 


•  Enter  your  initials  and  press  Return. 

The  system  will  instruct  you  to  enter  a 
comment . 


•  Enter  a  short  explanation  of  the 
changes  made  and  include  the  date. 
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5.5  WHAT  EACH  CHARACTERISTIC  MEANS 

OEVICE  NUMBER:  The  device  number  is  the  number 
of  the  port  to  which  the  device  will  be 
connected. 


PARITY:  Parity  is  required  for  certain  testing 
by  the  CPU.  You  will  always  enter  N. 


CRT:  If  you  are  connecting  a  terminal,  enter 
Y;  printers  and  DEERS  device  will  always 
be  N. 

AUTO  BAUD:  Auto  Baud  will  only  be  used  in 

possible  future  enhancements.  Always  enter 

N. 


RCVR  SPD  and  XMIT  SPD:  These  two  items  refer  to 
the  speed  at  which  data  is  transferred 
between  the  CPU  and  the  device.  If  you  are 
connecting  a  terminal,  both  will  be  9600; 
printers  will  always  be  1200;  DEERS  device 
will  always  be  2400. 


MODEM  CNTRL:  Modem  control  will  only  be  consi¬ 
dered  in  possible  future  enhancements. 
Always  enter  N. 
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5.5  WHAT  EACH  CHARACTERISTIC  MEANS  (CONTINUED) 


ZUSE:  ZUSE  enables  certain  communication 

between  devices.  For  terminals,  enter  Y; 
printers  and  DEERS  device  must  be  N  or 
reports  generated  by  AQCESS  could  be 
interrupted  by  operation  messages. 


OUTPUT  ONLY:  If  you  are  connecting  a  printer, 
answer  Y;  terminals  will  always  be  N  to 
allow  two-way  communication.  DEERS  device 
will  also  be  N. 


LOGIN:  This  refers  to  the  device  access  capabi¬ 
lities.  For  terminals,  enter  Yj  printers 
and  DEERS  device  will  always  be  answered 
with  N. 


STALL  COUNT:  Stall  count  will  not  be  necessary 
with  this  system  and  could  impact  operation 
speed.  For  all  devices,  stall  count  should 
equal  0. 


TAB:  Many  reports  and  screen  displays  require 
the  lab  Feature.  All  devices  will  be 
answered  with  a  Y. 


LONER  CASE:  If  not  answered  positively,  all 
lower  case  characters  transmitted  to  any 
device  will  be  converted  to  upper  case 
characters.  Always  enter  Y  for  this 
characteristic. 
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5.5  WHAT  EACH  CHARACTERISTIC  MEANS  (CONTINUED) 


OUTPUT  MARGIN:  This  number  refers  to  the  width 
of  the  output  for  hard-copy  devices.  When 
adding  terminals  and  DEERS  device  enter  0. 
The  Output  Margin  for  ail  printers  should 
be  set  at  132  (i.e.,  printers  using  8  1/2  x 
11  and  11x14  paper  or  3x5  and  5x8  cards). 


RTN  NUM:  This  number  will  identify  the  device 
capabilities.  For  all  devices,  a  standard 
default  between  1  and  9  will  automatically 
be  assigned.  The  system  will  skip  this 
field. 


EDIT  COMMENT:  This  feature  allows  you  to  add 
additional  comments  about  the  device,  such 
as  location  (e.g.,  A&D,  CR,  QA),  which  will 
print  on  the  System  Status  Report.  For  all 
devices,  enter  Y  and  an  additional  line  for 
comments  will  be  provided. 
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6.  I  -  INTEGRITY 


ACCESS  Enter  I  at  the  OPTION  prompt  and  press 
Return  to  display  a  list  of  two 
choices. 


PURPOSE  This  option  enables  you  to  verify  the 
integrity  of  the  data  within  the  sys¬ 
tem.  In  the  event  of  an  abnormal  shut¬ 
down,  the  data  may  be  corrupted  with 
invalid  or  incomplete  data.  When  this 
happens,  AQCESS  may  not  operate  pro¬ 
perly  or  may  produce  false  data  based 
upon  corrupted  information.  Therefore, 
it  is  necessary  to  verify  all  data, 
allowing  for  correction  of  any  in¬ 
correct  pieces  of  information. 

You  will  perform  this  operation  on  a 
weekly  basis  AND  in  the  event  of  an 
abnormal  shutdown.  This  includes  a 
power  failure  or  other  interruption 
that  prevents  you  from  following  the 
normal  system  shutdown  and  power  down 
process. 

The  copy  that  is  produced  weekly  may  be 
included  with  the  other  weekly  reports 
sent  to  AQCESS  Customer  Support.  If  an 
Integrity  Verification  is  performed  due 
to  an  abnormal  system  shutdown,  the 
copy  produced  should  be  forwarded  to 
AQCESS  Customer  Support  immediately. 
Include  a  short  note  describing  the 
circumstances  of  the  abnormal  shutdown 
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6.  I  -  INTEGRITY  (CONTINUED) 


and  the  SIR  Number  provided  by  the 
AQCESS  Customer  Support  Representative, 
your  name  and  number,  and  other  rele¬ 
vant  information  that  could  help  us 
resolve  any  problems  caused  by  the 
interruption  in  operation. 

Information  on  how  to  contact  AQCESS 
Customer  Support  is  included  at  the 
beginning  of  this  Training  Aid. 


OPTIONS  1  -  PRINT  EXISTING  REPORT  will  repro¬ 
duce  the  last  integrity  report  run. 
This  should  prove  particularly  helpful 
should  anything  happen  to  the  existing 
copy. 

2  -  COMPILE  NEW  REPORT  enables  you  to 
verify  the  current  integrity  status  of 
all  data  within  the  system.  Remember, 
the  previous  report  will  be  deleted 
when  you  select  this  option. 
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6.1  TO  PRINT  THE  EXISTING  REPORT 

•  Enter  I  at  the  OPTION  prompt. 

A  selection  of  two  options  is  printed  on 
the  consoie. 

1.  Print  existing  report 

2.  Compile  new  report 

•  Enter  1  at  the  prompt  provided. 


Enter  one  of  the  above  options  > 

The  system  prompts,  OUTPUT  DEVICE?  > 


•  Enter  0  to  print  a  copy  on  the  consoie. 


The  existing  report  prints  and  the  two 
Integrity  options  are  displayed  again  on 
the  console. 


•  Choose  one  of  the  options  or  press 
Return  to  the  OPTION  prompt. 
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6.2  fO  COMPILE  A  NEW  REPORT 


•  Enter  I  at  the  OPTION  prompt. 

A  selection  of  two  options  is  printed  on 
the  console. 


•  Enter  2  at  the  prompt  provided. 

fhe  system  queries,  00  YOU  WAN!  THE 
REPORT  fO  AUTOMATICALLY  PRINT  WHEN  IT’S 
DONE?  <Y> 


•  Press  Return  to  accept  the  default. 

The  system  prompts,  OUTPUT  DEVICE?  > 

•  Enter  0  to  print  a  copy  on  the  console 
or  the  device  number  to  send  it  to  a 
designated  printer. 

The  system  queries,  CHECK  DATA  BASE 
INTEGRITY  EOR  WHICH  VOLUME  SET? 


•  Enter  SYS  or  S0. 

The  system  will  then  prompt  STRUCTURE  S0A 
:  UC I  ?> 


•  Enter  *  (asterisk). 
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6.2  TO  COMPILE  A  NEW  REPORT  (CONTINUED) 

A  list  of  all  IJC I  numbers  and  names  fol¬ 
lowed  by  a  designation  of  all  Globals  and 
Routines  will  print.  A  message  will  follow 
lost  rooting  you  that  Integrity  Checker  is 
running  in  the  background.  A  report  will 
tie  rompiled  into  AIC  and  printed  on  device 
#0. 


Then  the  system  displays  the  OPTION  prompt. 
You  can  continue  to  perform  other  functions 
listed  on  the  Operations  Menu.  The  report 
will  not  print  unless  you  hit  Return  at  the 
OPTION  prompt,  and  the  EXIT  prompt  is  dis¬ 
played.  The  report  is  produced  within  1-3 
hours. 


CAUTION:  While  verification  of  integrity 
is  a'  very  important  process,  it  can  signi¬ 
ficantly  impact  the  system's  performance 
for  other  users.  Therefore  this  process  is 
only  performed  on  a  regular  basis  once 
weekly  to  minimize  the  inconvenience  to 
other  users.  If  users  will  be  on  the  sys¬ 
tem  while  Integrity  is  executing,  send  a 
message  to  the  users  notifying  them  that 
system  response  will  be  slow  for  the  next 
1  to  3  hours.  It  is  recommended  that  users 
do  not  log  on  during  this  operation, 
because  users  on  the  system  may  cause  false 
errors  in  the  integrity  check. 
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6.2  TO  COMPILE  A  NEW  REPORT  (CONTINUED) 


When  the  verification  process  is  complete, 
normally  1  to  3  hours  later,  a  report  will 
print  on  the  console.  This  may  be  removed 
and  distributed  as  outlined  under  PURPOSE 
in  this  Section. 


If  an  error  occurs  (see  example  below),  the 
report  must  be  re-run  for  the  Routines/ 
Globals  containing  errors  for  final 
verification. 


EXAMPLE: 

TO  RE -COMPILE  A  REPORT 


•  Enter  I  at  the  OPTION  prompt. 

A  selection  of  two  options  is  printed  on 
the  console. 

•  Enter  2  at  the  prompt  provided. 

The  system  queries,  DO  YOU  WANT  THE 
REPORT  TO  AUTOMATICALLY  PRINT  WHEN  IT’S 
DONE?  <Y> 

•  Press  Return  to  accept  the  default. 


The  system  prompts,  OUTPUT  DEVICE?> 
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6.2  TO  COMPILE  A  NEW  REPORT  (CONTINUED) 


•  Enter  0  or  the  device  number  of  a 
designated  printer  to  print  a  copy  on 
the  console. 


The  system  queries,  CHECK  DATA  BASE 
INTEGRITY  FOR  WHICH  VOLUME  SET? 


•  Ente.'  SYS  or  SO. 

The  system  prompts  STRUCTURE  SO:  UCI?  > 

•  Enter  the  name  of  the  UCI  printed  above 
the  global  that  contains  error. 


The  system  prompts  GLOBAL?  > 
SEARCHING  DIRECTORY... 


•  Enter  the  name(s)  of  global(s)  which  had 
error(s)  in  it  until  error  listed 
globals  are  completed. 


The  system  will  prompt  CHECK  ROUTINE 
DIRECTORY?  <Y> 


Press  Return  to  accept  the  default 
option  if  there  are  routine  errors  or 
else  enter  N  and  press  Return. 
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6.2  TO  COMPILE  A  NEW  REPORT  (CONTINUED) 


The  system  will  again  prompt  STRUCTURE 
SO:  UCI?  >. 


Press  Return  if  there  are  no  more  errors 
listed  under  any  UCI  in  the  report  to 
exit. 


•  If  an  error  routine  or  global  is 
selected,  the  system  will  prompt 
INTEGRITY  CHECKER  RUNNING  IN 
BACKGROUND.  A  REPORT  WILL  BE  COMPILED 
INTO  *IC  AND  PRINTED  ON  DEVICE  #0. 


•  If  error  persists  call  NDC  Customer 
Support  for  assistance. 
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7.  SA  -  SAVE  TRAINING  DATABASE 

ACCESS  Enter  SA  at  the  OPTION  prompt  and  press 
Return. 


PURPOSE  During  the  initial  training  period,  you 
will  be  provided  with  a  tape  containing 
a  set  of  "fake”  patients.  These  pa¬ 
tients  will  be  loaded  into  your 
training  database  and  users  will  be 
able  to  use  these  patients  while 
training.  Users  will  also  have  the  op¬ 
portunity  to  add  their  own  patients  to 
this  special  database. 

Occasionally,  you  may  need  to  clear  out 
this  database  and  start  new.  You  may 
also  want  to  keep  a  copy  of  the  pa¬ 
tients  already  on  file  for  future  use. 
For  new  personnel  learning  the  system 
after  the  initial  training,  it  will  be 
valuable  to  have  the  unaltered  initial 
"fake"  patient  census,  which  can  be 
loaded  from  the  tape  provided  during 
installation. 

Save  Training  Database  and  Load 
Training  Database  will  be  used  to 
accomplish  these  tasks. 
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7.1  TO  SAVE  THE  TRAINING  DATABASE 


•  Load  a  tape  on  the  drive.  If  the  tape 
currently  holds  data,  it  will  be 
replaced  by  the  training  database. 

•  Enter  SA  at  the  OPTIONS  prompt  and  press 
Return. 

The  system  will  prompt  you  for  the  tape 
label  name. 

•  Enter  the  words  "TRAINING  DATABASE  SAVE" 
followed  by  the  date  (example:  TRAINING 
DATABASE  SAVE  07/01/85)  and  press 
Return. 


No  further  action  will  occur  on  the  con¬ 
sole  until  the  Save  Operation  is  com¬ 
plete.  When  the  save  is  complete,  a 
message  informs  you  that  the  save  is 
finished,  and  the  console  exits. 


•  Remove  the  training  database  tape  from 
the  drive  and  label  the  outside  using 
the  above  label. 

NOTE:  Users  should  not  be  accessing  the 
training  database  during  the  Save 
process. 
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8.  L  -  LOAD  TRAINING  DATABASE 

ACCESS  Enter  L  at  the  OPTION  prompt  and  presa 
Return . 

PURPOSE  See  PURPOSE,  Section  7. 
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8. 1  TO  LOAD  THE  TRAINING  DATABASE 


•  Load  the  tape  containing  the  appropriate 
training  database  on  the  drive,  noting 
the  name  on  the  tape  label. 


•  Enter  L  at  the  OPTION  prompt  and  press 
Return. 


The  system  will  prompt  you  with  the  tape 
label  (example:  LOAD  TYPE  TRAINING 
DATABASE  SAVE  10/19/85?). 

Enter  "Y"  for  yes  and  press  Return. 


A  list  of  globals  is  printed  as  they 
load.  When  the  load  is  complete,  the 
console  will  exit. 


•  Press  Return  to  restore  the  OPTION 

prompt.  Remove  the  backup  tape  from  the 
drive. 


NOTE:  Users  should  not  be  accessing  the 

training  database  when  a  load  is  in 
progress. 
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9.  B  -  BROADCAST 

ACCESS  Enter  B  at  the  OPTION  prompt  and  press 
Return . 


PURPOSE  You  may  use  Broadcast  to  transmit  mes¬ 
sages  to  other  terminals  on  the  sys¬ 
tem.  This  feature  will  be  used  most 
often  to  warn  users  of  an  impending 
system  shutdown  (for  backup,  software 
updates,  severe  weather,  etc.) 


NOTE:  When  broadcasting  a  message  to 

terminals  operating  a  program  or  series 
of  programs,  such  as  AQCESS,  the  mes¬ 
sage  may  be  mistakenly  interpreted  by 
the  system  as  an  input  response.  If 
not  caught,  this  could  place  unexplain¬ 
able  text  in  a  patient’s  record. 
Therefore,  use  this  feature  only  when 
needed  and  restrict  it,  if  possible,  to 
those  terminals  that  truly  need  to  know 
what  you  wish  to  say. 
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9.1  TO  BROADCAST  A  MESSAGE 


•  Enter  B  at  the  OPTION  prompt  and  press 
Return. 


The  system  will  prompt  you  for  the  text 
of  the  message  to  be  broadcast. 


•  Enter  the  text,  making  certain  it  is 
accurate  by  holding  the  control  key  down 
and  press  R.  The  system  will  display 
the  message.  If  it  is  correct,  press 
Return. 


The  system  will  request  the  number  of 
the  terminal  to  which  you  wish  to  send 
this  message. 


a  If  you  want  to  send  it  to  ail  Users,  en¬ 
ter  ALL.  The  message  will  be  broadcast 
to  all  terminals  on  the  system  along 
with  a  "beep"  to  notify  persons  near 
unattended  terminals. 


a  If  you  want  to  send  to  one  or  more 

specific  users,  enter  the  Device  Number 
of  the  first  user  to  receive  the  mes¬ 
sage  and  press  Return.  The  system  will 
continue  to  ask  you  for  additional  users 
to  receive  the  message.  Press  Return 
when  all  have  been  sent. 
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9.1  TO  BROADCAST  A  ft S SAGE  (CONriNUED) 

NOTE:  Printers  cannot  receive  messages,  since 

this  could  damage  a  report  currently 
being  printed.  Therefore,  you  may  not 
specify  a  printer  as  a  Device  Number, 
and  printers  will  not  be  affected  when 
selecting  ALL. 

When  all  terminals  have  received  the 
message,  the  ENTER  MESSAGE  prompt  will 
display  on  the  console. 

•  Press  Return  to  return  to  the  OPTION 
prompt . 
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10.  BA  -  BACKUP  SYSTEM 


ACCESS  Enter  BA  at  the  OPTION  prompt.  Press 
Return  for  a  choice  of  four  options. 

PURPOSE  The  BACKUP  SYSTEM  option  enables  the 
MTF  to  save  ail  of  the  information  on 
the  disk  to  a  backup  tape.  As  a 
System  Manager,  you  will  be  concerned 
with  the  possibility  of  data  loss 
caused  by  power  failures,  system 
crashes,  or  by  other  unpredictable 
events.  If  performed  on  a  regular 
basis,  the  BACKUP  SYSTEM  option  can 
minimize  data  loss. 

When  backups  are  being  performed,  all 
other  terminal  activity  is  suspended 
by  the  system.  The  only  operable 
terminal  is  the  console,  this  is 
where  you  will  be  performing  the  back¬ 
up.  To  keep  user  inconvenience  to  a 
minimum,  backups  should  be  scheduled 
at  the  same  time  every  day,  preferably 
during  the  evening.  Immediately  prior 
to  performing  backups,  run  a  system 
status  to  determine  which  users  are 
online.  You  can  use  the  BROADCAST 
option  to  notify  users  to  sign  off 
before  backups  begin. 

NOTE:  It  is  strongly  recommended  that  back¬ 

ups  be  performed  on  a  daily  basis.  As 
this  option  will  affect  other  users, 
daily  backups  should  be  performed  when 
user  activity  is  at  a  minimum. 
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10.  BA  -  BACKUP  SYSTEM  (CONTINUED) 


OPTIONS  1  -  CREATE,  DELETE,  OR  EDIT  A 

BACKUP -COMMAND -FILE  should  be  executed 
only  when  instructed  by  AQCESS 
Customer  Support. 

2  -  PERFORM  REGULAR  BACKUP  (ATTENDED 
BACKUP)  enables  you  to  back  up  the 
system  and  creates  a  backup  tape. 

3  -  PERFORM  SCHEDULED  BACKUP 
(UNATTENDED  BACKUP).  This  option 
should  not  be  executed. 

4  -  MAINTAIN  SCHEDULED  BACKUP  FILES. 
This  option  should  not  be  executed. 
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10. 1 


10  CREATE,  DELETE,  OR  EDI T  A  BACKUP- 
COMMAND  -TILE 


fhis  option  should  be  executed  only  when 
instructed  by  ACCESS  Customer  Support. 
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10.2  TO  PERFORM  REGULAR  BACKUP 
(ATTENDED  BACKUP) 


•  Mount  the  backup  tape.  If  your  system 
has  more  than  one  disk  drive,  mount  the 
first  backup  tape.  If  your  unit  is  the 
T K25  cassette,  the  tape  will  be  rewound 
for  correct  tension.  This  operation 
takes  approximately  5  minutes.  It  is 
complete  when  the  online  light  stops 
blinking.  Press  the  online  button  to 
bring  the  tape  online.  This  procedure 
must  be  repeated  for  each  tape  in  a 
multiple-drive  configuration. 


•  Enter  BA  at  the  OP f ION  prompt. 


The  system  will  respond  with: 

1.  CREATE,  DELETE,  OR  EDIT  A  BACKUP- 
COMMAND  -FILE 

2.  PERFORM  REGULAR  BACKUP  (ATTENDED 
BACKUP ) 

3.  PERFORM  SCHEDULED  BACKUP  (UNAT¬ 
TENDED  BACKUP) 

4.  MAINTAIN  SCHEDULED  BACKUP  FILES 


•  ENTER  2. 
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10.2  TO  PERFORM  REGULAR  BACKUP 

(ATTENDED  BACKUP)  (CONTINUED) 


The  system  will  respond  with 


NOTE:  PLEASE  DO  NOT  DISMOUNT  ANY  RESIDENT 

DISKS  UNLESS  EXPLICITLY  ASKED  TO  DO  SO. 

ENTER  NAME  OF  THE  BACKUP  COMMAND  FILE 
YOU  WISH  TO  EXECUTE  > 


•  If  you  do  not  know  the  name  of  the 
backup  command  file,  enter  a  question 
mark  (?)  in  this  field.  The  system  will 
display  the  name  of  the  current  backup 
command  file. 


The  system  will  respond  by  listing  all 
jobs  that  are  still  logged  in  (giving 
the  job  number,  principal  device,  and 
routine),  and  then  will  display  the 
prompt : 

DO  YOU  WISH  TO  PROCEED  WITH  THE  BACKUP 
[Y  OR  N]?  <Y> 


•  If  you  do  not  wish  to  continue  with  the 
backup,  answer  N  to  this  prompt. 

•  If  you  wi3h  to  proceed  with  the  backup, 
press  Return  to  accept  the  default. 
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10.2 


TO  PERFORM  REGULAR  BACKUP 
(ATTENDED  BACKUP)  (CONTINUED) 


If  you  proceed  with  the  backup,  the 
system  will  not  be  available  to  any 
users  From  this  point  until  the  next 

_ I  - 


hanl/i  in 


Ihe  system  will  respond  with: 

(PROCEEDING  WITH  63  BUFFERS) 

BEGIN  BACKUP  #1  DISK  DUO  LABEL  = 
"MASTER  0" 


PLEASE  MOUNT  THE  TAPE  THAT  WILL  HOLD 
THE  BACKED  UP  INFORMATION,  ON  MAGTAPE 
UNIT  #0  *  WRITE  ENABLED  *  (RING  IN) 


rurw  rvPF  <PR> 


CAUTION:  Make  sure  the  tape  is 
completely  rewound  and  online  before 
you  press  Return.  If  you  press  Return 
before  the  tape  is  ready,  the  system 
will  force  you  to  exit  and  you  must 
hftmn  the  backup  process  again. 


17:65:08  BEGIN  BACKUP  #1 
17:52:55  BACKUP  #1  COMPLETE 
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10.2  TO  PERFORM  REGULAR  BACKUP 

(ATTENDED  BACKUP)  (CONTINUED) 


•  Remove  the  backup  tape.  Turn  the 
"safe"  indicator  or  remove  the  write 
ring,  whichever  is  appropriate.  Label 
the  tape  and  store  it. 


If  the  backup  is  being  performed  on  the 
PDP-11/23  PLUS,  the  system  will  respond 
with! 

BEGIN  BACKUP  #2  DISK  DU1  LABEL  = 
"MASTER  1" 

PLEASE  MOUNT  THE  TAPE  THAT  WILL  HOLD 
THE  BACKED  UP  INFORMATION,  ON  MAGTAPE 
UNIT  #0  *  WRITE-ENABLED  *  (RING  IN) 


•  (For  the  POP-11/23  PLUS),  mount  the 
second  backup  tape. 

CAUTION:  Make  sure  the  tape  is 
completely  rewound  and  online  before 
you  press  Return. 


•  Press  Return  to  begin  Backup  #2 

17:57:23  Begin  Backup  #2 
18:04:46  Backup  #2  Complete 
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10.3  TO  PERFORM  A  SCHEDULED  BACKUP  (UNATTENDED 
BACKUP)  AND  MAINTAIN  SCHEDULED  BACKUP 
FILES 


•  Remove  the  backup  tape.  Turn  the 
"safe"  indicator  or  remove  the  write 
ring,  whichever  is  appropriate.  Label 
the  tape  and  store  it. 

These  procedures,  options  3  and  4, 
should  only  be  executed  when  in¬ 
structed  to  do  so  by  AQCESS  Customer 
Support. 
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11.  C 

ACCESS 

PURPOSE 


OPTIONS 


CLINICAL  RECORDS  BATCH  PROCESSING 


Enter  C  at  the  OPTION  prompt.  A  choice 
of  two  functions  will  be  displayed  for 
Navy  and  Air  Force  and  four  functions 
for  Army. 


The  CLINICAL  RECORDS  BATCH  PROCESSING 
option  enables  Air  Force  and  Navy  users 
to  create  or  recreate  the  Transcript 
Tape.  This  function  enables  Army  users 
to  create  XAY  Card  Tapes  and  ABC  Card 
Tapes,  to  recreate  ABC  Card  Tapes,  and 
to  place  records  of  dispositioned  pa¬ 
tients  under  the  control  of  Clinical 
Records. 


Through  Clinical  Records  Batch  Pro¬ 
cessing  you  can  perform  the  following 
functions,  depending  on  your  military 
department . 

AIR  FORCE  AND  NAVY  OPTIONS 

1  -  TRANSCRIPT  TAPE  enables  you  to 
create  the  Coded  Transcript  Tape.  The 
Transcript  Tape  must  be  created  as 
directed  by  your  Military  Department. 
For  Air  Force  only,  the  tape  will  in¬ 
clude  records  that  were  approved  and 
patients  discharged  before  the  end  of 
the  previous  month  (based  on  the  cur¬ 
rent  system  date).  For  Navy  only,  the 
tape  will  include  records  of  all  pa¬ 
tients  from  the  previous  month  (the 
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C  -  CLINICAL  RECORDS  BATCH  PROCESSING 
(CONTINUED) 

month  the  tape  was  created).  A  hard- 
copy  list  of  ail  records  copied  to  t 
tape  is  also  created. 

THi«  list  called  the  Records  Transmit- 
hal  Rosfer,  giJea  the  folio. ing  data 
for  each  record  contained  on  the  tape, 
register  member,  FMP,  SSN,  patient 
naL,  date  of  birth ^dmiss ion  and 
disposition  dates,  and  card  ID. 

2  -  RECREATE  TRANSCRIPT  CARD  TAPE  re¬ 
creates  the  Transcript  Card  Tape  any 
filTSrlng  th.  month  in  which  the  tope 
^originally  noted.  New  records 
^tch  ^et  the  criteria  for  higher  com¬ 
mand  sill  he  selected,  » 
of  all  records  copied  to  the  tap 
also  created  (see  option  1,  above). 

ARMY  OPTIONS 

1  .  X&Y  CARD  TAPE  creates. 
laoe  of  the  previous  month  s  disposi 
tioned  patients.  Option  *  must  always 
be  run  before  the  X&Y  Card  Tape  v 
created.  The  X4Y  must  be  created  with 
in  the  first  5  days  of  each  month. 
Records  Transmittal  Roster  is  also 
created. 
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11.  C  -  CLINICAL  RECORDS  BATCH  PROCESSING 
(CONTINUED) 


2  -  ABC  CARD  TAPE  creates  the  Coded 
Transcript  Tape  and  a  Records  Transmit¬ 
tal  Roster  in  two  periods  within  the 
month.  (First  period  -  1st  day  of  the 
month  through  15th  day  of  the  month, 
Second  period  -  16th  day  of  the  month 
through  the  end  of  the  month). 

The  ABC  Card  Tape  must  be  created  as 
directed  by  your  Military  Department. 

3  -  RECREATE  ABC  CARD  TAPE  recreates 
the  ABC  card  tape.  New  records  which 
meet  the  criteria  for  higher  command 
will  be  selected.  A  Records  Transmit¬ 
tal  Roster  is  also  created. 

4  -  PULL  DISPOSI TIONED  PATIENTS  FROM 
LAST  MONTH  INTO  CR.  This  option  puts 
under  the  control  of  Clinical  Records 
the  records  of  all  patients  who  have 
been  dispositioned  in  the  previous 
month  but  whose  CR  processing  has  not 
yet  been  initiated.  This  option  causes 
the  patient's  CR  record  to  be  built  so 
that  an  X  card  can  be  produced  in  op¬ 
tion  1.  If  this  option  is  not  run,  the 
number  of  dispositions  reported  on  the 
Y  card  will  not  match  the  number  of  X 
card  records  generated.  This  option 
also  prints  a  list  of  records  with  Army 
edit  errors. 
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11.1  TO  CREATE  THE  TRANSCRIPT  TAPE 
(AIR  FORCE  AND  NAVY) 


•  Insert  or  mount  the  tape.  The  tape  re¬ 
winds  for  correct  tension  while  the  on¬ 
line  light  blinks  (this  takes  about  b 
minutes).  Press  the  online  button  to 
bring  the  tape  online  or  press  LOAD 
REWIND  and  ON-LINE,  whichever  xs 
appropriate. 


a  Enter  1  at  the  TAPE  OPTION  prompt  and 
press  Return. 

The  system  will  begin  to  select  records 
internally.  The  Records  Transmittal 
Roster  will  print  on  the  console.  When 
the  Roster  has  finished  printing,  the 
system  will  display: 

TOTAL  CARDS  IN  TRANSMITTAL  XXX 
TOTAL  PATIENTS  IN  TRANSMIT fln~XXX 

The  cursor  will  hang  while  the  records 
are  being  copied  to  tape.  Do  not  re¬ 
move  the  tape  until  the  system  prompts: 

FINISHED! 

EXIT 

WARNING:  If  the  tape  aborted  by  error,  please 
do  not  create  for  the  second  time. 
Contact  Customer  Support  for  further 
assistance. 
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11.1  TO  CREATE  TIC  TRANSCRIPT  TAPE 

(AIR  FORCE  AND  NAVY)  (CONTINUED) 


•  Remove  the  tape  from  the  tape  drive. 
Set  the  "Safe"  indicator  or  remove  the 
write  ring,  whichever  is  appropriate. 
Immediately  label  the  tape  with  the 
FULL  NAME  of  the  site,  date  the  tape 
was  created,  and  total  cards  trans¬ 
mitted  on  the  tape.  It  is  essential 
this  be  done  to  ensure  the  data  on  the 
tape  is  not  destroyed. 
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11.2  TO  RECREATE  THE  TRANSCRIPT  CARD  TAPE 
(AIR  FORCE  AND  NAVY) 


•  Insert  or  mount  the  tape.  The  tape  re¬ 
winds  for  correct  tension  while  the 
online  light  is  blinks  (this  takes 
about  5  minutes).  Press  the  online 
button  to  bring  the  tape  online  or 
press  LOAD  REWIND  and  ON-LINE,  which¬ 
ever  is  appropriate. 


•  Enter  C  at  the  OPTION  prompt  and  press 
Return.  The  system  will  respond  with 
the  TAPE  OPTION  prompt. 


•  Enter  2  at  the  TAPE  OPTION  prompt  and 
press  Return.  The  system  will  display: 

REDUMP  CTT  FOR  APR  > 

(Enter  month  for  which  to  recreate 
tape  -  Navy  only.) 

The  system  will  begin  to  select  records 
internally.  The  Records  Transmittal 
Roster  will  print  on  the  console.  When 
the  Roster  has  finished  printing,  the 
system  will  display: 

TOTAL  CARDS  IN  TRANSMITTAL  XXX 
TOTAL  PATIENTS  IN  TRANSMITTAL  XXX 
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11.2 


TO  RECREATE  THE  TRANSCRIPT  CARD  TAPE 
(AIR  FORCE  AND  NAVY)  (CONTINUED) 


The  cursor  will  hang  while  the  records 
are  being  copied  to  tape.  Do  not 
remove  the  tape  until  the  system 
prompts: 

FINISHED! 

EXIT 


•  Remove  the  tape  from  the  tape  drive. 
Set  the  "Safe"  indicator  or  remove  the 
write  ring,  whichever  is  appropriate. 
Immediately  label  the  tape  with  the 
FULL  NAME  of  the  site,  date  the  tape 
was  created,  and  total  cards  trans¬ 
mitted  on  the  tape.  It  is  essential 
this  be  done  to  ensure  the  data  on  the 
tape  is  not  destroyed  or  mixed  up. 
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11.3  TO  CREATE  THE  XAY  CARO  TAPE 
(ARMY) 


•  Insert  or  mount  the  tape.  The  tape  re¬ 
winds  for  correct  tension  while  the 
online  light  blinks' (this  takes  about  5 
minutes).  Press  the  online  button  to 
bring  the  tape  online  or  press  LOAD 
REWIND  and  ON-LINE,  whichever  is 
appropriate. 


•  Enter  C  at  the  OPTION  prompt  and  press 
Return.  The  system  will  respond  with 
the  TAPE  OPTION  prompt. 


•  Enter  1  at  the  TAPE  OPTION  prompt  and 
press  Return. 

AUTODIN?  Y  (Enter  Y  s  Yes) 

The  system  will  respond  with: 

MONTH  OF  REPORT 


•  Enter  the  first  three  letters  of  the 
name  of  the  month  for  which  you  want 
the  report. 

The  system  will  respond  with: 

TOTAL  CLINIC  VISITS 
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11.3  TO  CREATE  THE  XAY  CARD  TAPE 
(ARMY)  (CONTINUED) 


•  Enter  the  total  number  of  clinic 
visits. 

The  system  will  begin  to  select  records 
internally.  The  Records  Transmittal 
Roster  will  print  on  the  console.  When 
the  Roster  has  finished  printing,  the 
system  will  display: 

TOTAL  CARDS  IN  TRANSMITTAL  XXX 
TOTAL  PATIENTS  IN  TRANSMITTAL  XXX 

The  cursor  will  hang  while  the  records 
are  being  copied  to  tape.  Do  not  re¬ 
move  the  tape  until  the  system  prompts: 

FINISHED! 

EXIT 


•  Remove  the  tape  from  the  tape  drive. 
Set  the  "Safe"  indicator  or  remove  the 
write  ring,  whichever  is  appropriate. 
Immediately  label  the  tape  with  the 
FULL  NAME  of  the  site,  date  the  tape 
was  created,  and  total  cards  trans¬ 
mitted  on  the  tape.  It  is  essential 
this  be  done  to  ensure  the  data  on  the 
tape  is  not  destroyed  or  mixed  up. 
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11.4  TO  CREATE  THE  ABC  CARO  TAPE 
(ARMY) 


•  Insert  or  mount  the  tape.  The  tape  re¬ 
winds  for  correct  tension  while  the 
online  light  blinks  (this  takes  about  5 
minutes).  Press  the  online  button  to 
bring  the  tape  online  or  press  LOAD 
REWIND  and  ON-LINE,  whichever  is 
appropriate. 


•  Enter  C  at  the  OPTION  prompt  and  press 
Return.  The  system  will  respond  with 
the  TAPE  OPTION  prompt. 


•  Enter  2  at  the  TAPE  OPTION  prompt  and 
press  Return. 

AUTODIN?  Y  (Enter  Y  =  Yes) 

The  system  will  respond  with: 

ABC -MO-PERIOD- YR. 


•  Enter  the  month,  period,  and  year  for 
the  ABC  tape  you  wish  to  recreate  as 
follows: 

-  MONTH  -  a  2-digit  number  representing 
the  month  for  which  the  records  are 
being  selected  (e.g.,  01,  02,  etc.), 
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11.4  10  CREATE  THE  ABC  CARD  TAPE 
(ARMY)  (CONTINUED) 


-  PERIOD  -  the  period  in  the  month  for 
which  the  records  are  being  selected 
(should  be  1  or  2), 

-  YEAR  -  the  last  number  for  the 
current  year  (e.g.,  for  1986,  enter  6). 

EXAMPLE! 

a  To  create  the  ABC  Card  Tape  for  the 
first  period  of  January,  1986,  you 
should  enter:  0116.  This  should  be 
done  between  Jan  1,  1986  and  Jan  5, 
1986. 

•  To  create  the  ABC  Card  Tape  for  the 
second  period  of  January  1986,  you 
should  enter:  0126.  This  should  be 
done  between  Jan  16,  1986  and  Jan  20, 
1986. 

The  system  will  begin  to  select  records 
internally.  The  Records  Transmittal 
Roster  will  print  on  the  console.  When 
the  Roster  has  finished  printing,  the 
system  will  display: 

TOTAL  CARDS  IN  TRANSMITTAL  XXX 
TOTAL  PATIENTS  IN  TRAN5MI I  [JT XXX 

The  cursor  will  hang  while  the  records 
are  being  copied  to  tape.  Do  not  re¬ 
move  the  tape  until  the  system  prompts: 
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11.4  TO  CREATE  THE  ABC  CARD  TAPE 
(ARMY)  (CONTINUED) 


FINISHED! 

EXIT 


Remove  the  tape  from  the  tape  drive. 
Set  the  "Safe"  indicator  or  remove  the 
write  ring,  whichever  is  appropriate. 
Immediately  label  the  tape  with  the 
FULL  NAME  of  the  site,  date  the  tape 
was  created,  and  total  cards  trans¬ 
mitted  on  the  tape.  It  is  essential 
this  be  done  to  ensure  the  data  on  the 
tape  is  not  destroyed  or  mixed  up. 
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11.5  TO  RECREATE  THE  ABC  CARD  TAPE 
(ARMY) 


•  Insert  or  mount  the  tape.  The  tape  re¬ 
winds  for  correct  tension  while  the 
online  light  blinks  (this  takes  about  5 
minutes).  Press  the  online  button  to 
bring  the  tape  online  or  press  LOAD 
REWIND  and  ON-LINE,  whichever  is 
appropriate. 


•  Enter  C  at  the  OPTION  prompt  and  press 
Return.  The  system  will  respond  with 
the  TAPE  OPTION  prompt. 

•  Enter  3  at  the  TAPE  OPTION  prompt  and 
press  Return. 

>  AUTODIN?  Y  (Enter  Y  =  Yes) 

The  system  will  respond  with: 

ABC -MO-PERI 0D- YR . 


•  Enter  the  month,  period,  and  year  for 
the  ABC  tape  you  wish  to  recreate,  as 
described  in  Section  11. A. 

The  system  will  begin  to  select  records 
internally.  The  Records  Transmittal 
Roster  will  print  on  the  console.  When 
the  Roster  has  finished  printing,  the 
system  will  display: 
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11.5  TO  RECREATE  THE  ABC  CARD  TAPE 
(ARMY)  (CONTINUED) 


TOTAL  CARDS  IN  TRANSMITTAL  XXX 
TOTAL  PATIENTS  IN  TRANSMI  TlTOcXX 

The  cursor  will  hang  while  the  records 
are  being  copied  to  tape.  Do  not 
remove  the  tape  until  the  system 
prompts: 

FINISHED! 

EXIT 


•  Remove  the  tape  from  the  tape  drive. 
Set  the  "Safe"  indicator  or  remove  the 
write  ring,  whichever  is  appropriate. 
Immediately  label  the  tape  with  the 
FULL  NAME  of  the  site,  date  the  tape 
was  created,  and  total  cards  trans¬ 
mitted  on  the  tape.  It  is  essential 
this  be  done  to  ensure  the  data  on  the 
tape  is  not  destroyed,  or  mixed  up. 
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10  PULL  D.SJHW  PATIENTS  EROM  LAST 

MONTH  INTO  CR  (ARMY) 

f„ler  4  „  the  tAPt  OPHON  proe.pt  and 
press  Return. 

The  system  "ill  list  ^  ^3/ records 
-  —  - 
Clinical  Records. 

the  system  will  print  E 
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12.  T  -  TALLY  DISK  BLOCKS 


ACCESS  Enter  T  at  the  OPTION  prompt. 

PURPOSE  The  TALLY  DISK  BLOCKS  option  provides  a 
summary  of  disk  usage  showing  allocated 
and  free  blocks.  A  report  is  generated 
from  this  option  which  breaks  down  the 
disk  space  usage  per  block.  The  Disk 
Block  Tally  report  will  also  display  a 
total  of  how  much  space  is  available. 
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12.1  TO  EXECUTE  TALLY  DISK  BLOCKS  OPTION 


•  Enter  T  at  the  OPTION  prompt. 


The  system  will  respond  with: 

WOULD  YOU  LIKE  A  FAST  TALLY  [Y  OR  N] 

<Y> 


•  Press  Return  for  this  question.  This 
will  cause  the  system  to  accept  the 
default  answer,  which  is  yes. 


If  this  question  is  answered  "NO",  the 
system  will  generate  a  SLOW  DISK  BLOCK 
TALLY.  A  SLOW  TALLY  can  change  data 
structure  and  should  only  be  executed 
when  requested  by  AQCESS  Customer 
Support. 


The  system  will  respond  with: 

TALLY  ALL  DISKS  CURRENTLY  MOUNTED  [Y  OR 
N] 


•  Enter  Y  and  press  Return  For  this 
option. 


The  system  will  perform  the  DISK  BLOCK 
TALLY  and  print  the  resulting  report  on 
the  console. 
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12.1  TO  EXECUTE  TALLY  DISK  BLOCKS  OPTION 
(CONTINUED) 


NOTE:  A  FAST  DISK  BLOCK  TALLY  should  be 

executed  every  week  at  the  same  time. 
The  hard-copy  of  this  report  should  be 
sent  to  AQCESS  Customer  Support. 
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12.2  THE  TALLY  DISK  BLOCKS  REPORT 


DESCRIPTION  The  TALLY  DISK  BLOCK  report  is 
divided  into  three  columns. 

MAP  NUMBER  shows  the  actual  disk 
space  location  by  MAP  number. 

BLKS  AVAIL  shows  the  amount  of 
space  available  in  blocks  per  map. 

USE  shows  how  each  map  is  being 
used,  for  example,  if  the  disk 
space  is  being  used  by  the 
database,  or  if  the  disk  space  is 
FREE. 
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13.  CA  -  CARETAKER  UTILITIES 


ACCESS  Enter  CA  at  the  OPTION  prompt.  Seven 
options  will  be  displayed. 

PURPOSE  The  CARETAKER  is  a  background  job  that 
is  transparent  to  the  user  and  per¬ 
forms  basic  housekeeping  functions  for 
the  system.  The  caretaker  utilities 
manage  the  system  caretaker  job  and 
the  system  error  log  for  both  hardware 
and  software  errors. 

The  three  functions  of  the  CARETAKER 
are: 

•  Monitoring  the  status  of  the 
printers  and  the  system  disk.  If 
an  error  occurs  when  writing  to  the 
system  disk,  a  message  is  printed 
on  the  designated  error  printer, 
usually  the  console  terminal.  A 
write-locked  system  disk  is  also 
reported  this  way. 

•  Recording  other  types  of  disk 
errors,  as  well  as  magnetic  tape 
drive  errors. 

•  Optionally,  logging  software 
errors. 

NOTE:  The  CARETAKER  should  be  executing  at 

all  times.  If  the  caretaker  job  stops 
executing,  the  system  will  display: 
CARETAKER  STOPPED. 
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13.  CA  -  CARETAKER  UTILITIES 
(CONTINUED) 

OPTIONS  1  -  START  SYSTEM  CARETAKER  starts  the 
caretaker  job. 

2  -  STOP  SYSTEM  CARETAKER  stops  the 

caretaker  job. 

Options  3  through  7  should  be  used  only 
at  the  request  of  AQCESS  Customer 
Support . 

3  -  PRINT  HARDWARE  ERROR  LOG  prints  a 

list  of  hardware  errors. 

4  -  ERASE  HARDWARE  ERROR  LOG  purges 

obsolete  hardware  error 
information. 

5  -  CHANGE  ERROR  PRINTER  changes  the 

printer  where  the  errors  are 
printed. 

6  -  PRINT  DISK  ERROR  SUMMARY  lists  disk 

errors. 

7  -  SOFTWARE  ERROR  LOG  shows  software 

errors;  it  performs  the  same  func¬ 
tion  as  Main  Menu  option  E  (see 
Section  3). 
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13.1  USING  THE  CARETAKER  UTILITIES 


OPTION  1  Start  System  Caretaker 

•  Enter  1  after  entering  CA  at  the 
OPTION  prompt. 

The  system  will  respond  with: 

CARETAKER  IS  NOW  RUNNING  AS  JOB 
NUMBER  X,. 

NOTE:  You  should  use  this  option  to 
restart  the  caretaker  if  you 
initiate  a  shutdown  procedure 
but,  due  to  system  status, 
decide  not  to  complete  the 
shutdown. 

OPTION  2  Stop  System  Caretaker 

(This  option  should  not  be  used.  If 
the  caretaker  is  stopped,  the  system 
status  will  no  longer  be  monitored, 
the  system  operator  will  not  be 
notified  of  any  special  conditions, 
and  errors  will  no  longer  be 
recorded. ) 

OPTIONS  3-7  Should  be  executed  only  on  the 

request  of  AQCESS  Customer  Support. 
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14.  DA  -  DATE  UPOATE 


ACCESS  Enter  DA  at  the  OPTION  prompt  and 
press  Return. 

PURPOSE  The  DATE  UPDATE  function  enables  you 
to  set  the  current  date. 

This  option  would  be  used  if  the  date 
had  been  entered  incorrectly  when  the 
system  was  started  up. 


TO  PERFORM  DATE  UPDATE: 

•  Enter  DA  at  the  OPTION  prompt. 


The  system  will  respond  with: 

PLEASE  ENTER  TODAY'S  DATE 
<DD-MMM-YY> 

•  Enter  the  current  date  in  the 
format  shown  and  press  Return. 


The  system  will  respond  with: 

IS  TODAY  (DAY)?  <Y> 

•  Press  Return  if  the  day  displayed 
by  the  system  is  the  correct  day. 

NOTE:  It  is  extremely  important 
that  the  correct  date  is 
entered. 
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15.  TI  -  TIME  UPDATE 

ACCESS  Enter  TI  at  the  OPTION  prompt  and 

~  press  Return. 

PURPOSE  The  TIME  UPDATE  function  enables  you 
to  set  the  current  time. 

This  would  be  used  if  the  time  had 
been  entered  incorrectly  when  the 
system  was  started  up. 


TO  PERFORM  TIME  UPDATE 

•  Enter  TI  at  the  OPTION  prompt. 

The  system  will  respond  with: 
PLEASE  ENTER  TIME  [HH:MM:SS]  > 

•  Enter  the  current  time  in  the 
format  shown  and  press  Return. 

The  system  will  respond  with: 

•  IS  THIS  (HH:MM  AM, PM)  IN  THE 
MORNING 
AFTERNOON 
EVENING 

•  Press  Return  if  the  time  displayed 
is  correct. 
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16.  U 

ACCESS 

PURPOSE 


OPTIONS 


UPDATE  OR  VIEW  SOFTWARE 


Enter  U  at  the  OPTION  prompt  and  press 
Return.  The  present  date  and  time  and 
an  UPDATE  OPTION  prompt  will  be  dis¬ 
played.  To  view  update  options,  type 
?  and  press  Return. 

The  UPDATE  OR  VIEW  SOFTWARE  option 
enables  you  to  update  AQCESS  and  view 
status  programs.  Specifically,  you 
can: 

•  modify  existing  routines, 

•  modify  existing  globals, 

•  execute  the  release  routine, 

•  display  contents  of  a  global, 

•  check  the  storage  efficiency  of  a 
global , 

»  view  a  patient's  data  in  global 
format . 

The  UPDATE  Options  Menu  displays  the 
capabilities  which  are  available  under 
the  UPDATE  OR  VIEW  SOFTWARE  option. 

•  R  -  ROUTINE  LOAD  enables  you  to 
update  a  routine  from  a  mag  tape  or 
cassette. 

•  G  -  GLOBAL  enables  you  to  update  a 
global  from  mag  tape  or  cassette. 

•RE  -  RELEASE  UPDATE  ROUTINE  enables 
you  to  execute  a  special  release 
routine  that  was  loaded  through 
option  R  above. 


QA058  2.0 


16-1 


AUG  1986 


1* 


1 


SYSfCH  MANAGEMENT  TRAINING  AID 

16.  U  -  UPDATE  OR  VIEW  SOFTWARE 
(CONTINUED) 


D  -  DISPLAY  GLOBAL  lists  the  contents 
and  logical  structure  of  a  global. 

E  -  EFFICIENCY  OF  GLOBALS  displays  how 
efficiently  a  global  is  being  stored. 

V  -  VIEW  PATIENTS  enables  you  to  print 
data  on  individual  patients,  when  re¬ 
quested  to  do  so  by  AQCESS  Customer 
Support . 


NOTE:  1.  The  UPDATE  OR  VIEW  SOFTWARE  option 

is  to  be  selected  ONLY  when  in¬ 
structed  to  do  so  by  AQCESS  Customer 
Support. 

2.  The  ROUTINE  LOAD,  GLOBAL  LOAD,  AND 
RELEASE  UPDATE  ROUTINE  are  for  new 
releases.  Specific  instructions  will 
accompany  new  releases  and  system 
loads  when  they  are  delivered. 
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16.1  R  -  ROUTINE  LOAD 

The  ROUTINE  LOAD  option  enables  you  to  load  a 
routine  from  a  mag  tape  or  cassette. 


NOTE:  This  option  will  only  be  used  on  the 

request  of  AQCESS  Customer  Support. 
Specific  instructions  will  be  provided. 
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16.2  G  -  GLOBAL  LOAD 


The  GLOBAL  LOAD  option  enables  you  to  load  a  new 
global  from  a  mag  tape  or  cassette. 

NOTE:  This  option  will  only  be  used  on  the 

request  of  AQCESS  Customer  Support. 
Specific  instructions  will  be  provided. 


QA058 


16-4 


JUN  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 

16.3  RE  -  RELEASE  UPDATE  ROUTINE 


The  RELEASE  UPDATE  ROUTINE  option  enables  you  to 
execute  a  special  release  program  that 
accompanies  each  software  re'^ase. 


NOTE:  This  option  will  only  be  used  on  the 

request  of  AQCESS  Customer  Support. 
Specific  instructions  will  be  provided. 
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16.4  D  -  DISPLAY  GLOBAL 

The  DISPLAY  GLOBAL  option  will  enable  AQCESS 
Customer  Support  to  view  current  global  listings 
to  ensure  a  current/error-free  version  of  the 
global . 

The  data  displayed  will  be  a  list  of  the  con¬ 
tents  and  logical  structure  of  a  global. 

•  Enter  D  (DISPLAY  GLOBAL)  at  the  UPDATE 
OPTION  prompt  and  press  Return. 

The  system  will  prompt,  TRAINING, 

LIVE,  OR  MANAGER. 

•  Enter  T  for  TRAINING,  L  for  LIVE,  or 
M  for  MANAGER,  and  press  Return. 

The  system  will  display  the  prompt 
GLOBAL  A  . 

•  Enter  the  name  of  the  global  you  wish 
to  list  and  press  Return. 


A  content  listing  of  the  selected 
global  will  be  displayed.  When  the 
listing  is  complete,  the  prompt 
GLOBAL  A  will  again  be  displayed. 

•  Enter  the  name  of  another  global  or 
press  Return  to  exit  this  option. 
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16.4  D  -  DISPLAY  GLOBAL  (CONTINUED) 


If  you  select  another  global,  the 
process  will  repeat  (i.e.,  global 
contents  will  be  listed  and  then  you 
will  be  prompted  for  another  global). 
If  you  press  Return,  you  will  exit  the 
Display  Global  option. 


INTERPRETING  THE  DISPLAY  GLOBAL  LISTING 

The  DISPLAY  GLOBAL  will  contain  a  list  of 
the  contents  and  logical  structure  of  a 
global. 

AQCESS  Customer  Support  will  interpret  the 
global  listing.  It  is  not  necessary  for 
the  System  Manager  to  understand  the 
listing.  In  most  cases  a  hard  copy  of  this 
listing  will  be  forwarded  to  AQCESS 
Customer  Support  for  review. 
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16.5  E  -  EFFICIENCY  OF  GLOBAL S 


The  EFFICIENCY  OF  GLOBALS  option  displays  how 
efficiently  a  global  is  being  stored. 

The  data  displayed  will  indicate  the  percentage 
of  each  block  that  is  being  filled  with  data  for 
a  given  global,  i.e.,  the  efficiency  of  the 
operating  system  in  using  disk  block  space. 


USING  THE  EFFICIENCY  OF  GLOBALS  OPflON 

•  Enter  E  (EFFICIENCY  OF  GLOBALS)  at  the 
UPDATE  OPTION  prompt  and  press  Return. 


The  system  will  prompt,  TRAINING, 
LIVE,  OR  MANAGER. 

•  Enter  T  for  TRAINING,  L  for  LIVE,  or 
M  for  MANAGER,  and  press  Return. 


You  will  see  the  prompt,  GLOBAL  A 

•  Enter  the  name  of  the  global  whose 

efficiency  you  wish  to  check  and  press 
Return. 


Again,  the  prompt,  GLOBAL  A  ,  will  be 
displayed.  If  you  wish  to  display  the 
efficiency  of  another  global,  enter 
the  global  name  and  press  Return.  If 
you  do  not  wish  to  display  another 
global,  press  Return. 
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16.6  V  -  VIEW  PATIENTS 


Using  this  option,  you  can  print  an  internal 
dump  of  the  data  on  an  individual  patient.  This 
is  to  be  done  on  request  of  AQCESS  Customer 
Support,  which  is  where  you  send  the  result inq 
data . 


USING  THE  VIEW  PATIENTS  OPTION 

•  Enter  V  (VIEW  PATIENTS)  at  the  UPDATE 
OPTION  prompt  and  press  Return. 


The  system  will  display  the  prompt 
TRAINING,  LIVE,  OR  MANAGER. 

•  Enter  T  for  TRAINING,  L  for  LIVE,  or 
M  for  MANAGER,  and  press  Return. 


The  system  will  prompt  you  to  identify 
the  patient  you  want  data  on,  either 
by  entering  an  FMP  and  S5N,  or  by 
entering  the  patient's  register 
number . 


When  you  have  entered  a  valid  EMP  and 
SSN  or  a  register  number,  the  patient 
data  will  print. 
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17.  SH  -  SHU (DOWN  SYSIEM 

AEL'l  S5  Enter  SH  at  the  OP  (I  ON  prompt  .  A 
choice  of  three  functions  will  he 
displayed. 

PURPOSE  (he  SYS (EM  SHU (DOWN  option  brings  the 
system  to  the  point  where  the 
processor  can  be  halted.  Among  other 
things,  the  SYSIEM  SHUfOOWN  option 
(’hecks  for  any  active  jobs,  (his 
option  should  ALWAYS  be  used  to 
shut  down  a  system. 

A  SYSIEM  SMIJ I  DOWN  need  not  be 
performed  on  a  daily  basis. 

(erminal  users  should  log  off  before 
performing  a  system  shutdown.  You  can 
use  the  DELAYED  SHUIOUWN  fund  ion  or 
BRQADCASl  option  to  alert  users  of  the 
impend inq  shutdown,  so  that  they  have 
time  to  complete  what  they  are  doing. 

CAUMQN:  Halting  the  system  without 
performing  the  SYSI1M  SHU  (DOWN  can 
leave  the  database  m  an  inconsistent 
rood if  ion. 
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17.  SH  -  SYSTEM  SHU  I DOWN  (CONIINUED) 


OP  f IONS  1  -  DISPLAY  LOGGED-IN  JOBS  shows  all 
jobs  currently  executing  on  the 
system. 

2  -  PERFORM  TIMED  SHUTDOWN  enables 
you  to  specify  how  much  time  should 
elapse  prior  to  SHUTDOWN.  This  allows 
the  System  Manager  to  notify  users  of 
the  impending  shutdown. 

5  -  TERMINATE  ALL  JOBS,  PERFORM 
IMMEDIATE  SHUTDOWN  shuts  down 
immediately . 

NOTE:  After  you  enter  SH  at  the 

OPTION  prompt,  the  system  will 
display  the  message,  CARETAKER 
STOPPED.  If  the  SYSIEM  SHUTDOWN 
is  not  completed,  use  the 
Caretaker  option  to  restart  the 
Caretaker  job  (see  Section 
11.1). 
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17.1  TO  DISPLAY  LOGGED-IN  JOBS 

•  Enter  SH  at  the  OPTION  prompt  and 
press  Return. 

The  system  will  respond  with: 

CARETAKER  STOPPED. 

•  Enter  1  at  the  OPTION  prompt  and  press 
Return . 

The  system  will  display  any  jobs 
currently  executing. 

•  Continue  the  shutdown  procedure  by 
completing  the  steps  given  in  Section 
17.2,  TIMED  SHUTDOWN,  or  17.3, 
IMMEDIATE  SHUTDOWN. 
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17.2  TO  PERFORM  A  TIMED  SHUTDOWN 


•  Enter  SH  at  the  OPTION  prompt  and 
press  Return. 


The  system  will  respond  with: 

CARETAKER  STOPPED. 

•  Enter  2  at  the  OPTION  prompt  and  press 
Return. 


The  system  will  respond  with:  HOW 
MANY  MINUTES  TILL  SHUTDOWN? 

•  Enter  the  time  in  minutes  before  the 
system  shuts  down. 


The  system  will  respond  with: 
BROADCAST  'SYSTEM  GOING  DOWN' 
MESSAGES  TO  WHICH  JOBS?  <ALL> 

•  Press  Return  to  send  broadcast 
messages  to  all  terminals  still 
logged  on . 


The  system  will  respond  with:  DO  YOU 
WISH  TO  RE-ENABLE  LOG-INS  UNTIL 
SHUTDOWN  TIME  [Y  OR  N]?  <N> 

•  Press  Return. 
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17.2 


TO  PERFORM  A  TIMED  SHUTDOWN 
(CONTINUED) 


The  system  will  display  a  timed  count¬ 
down.  The  system  will  respond  by 
listinq  any  jobs  that  are  still  loqqed 
in  (qivinq  job  number,  prinicipal 
device,  and  routine).  It  will  then 
display : 

00  YOU  WISH  TO  KILL  THESE  JOBS  AND 
SHUTDOWN  NOW  (10  SECONDS  TO  ANSWER) 

[Y  OR  N]?  <Y> 


•  Press  Return  to  accept  the  default. 


The  system  will  continue  process inq 
shutdown  and  display: 

READY  TO  HALT 
EXIT 
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17.3  TO  TERMINATE  ALL  JOBS,  PERFORM  IMMEDIATE 
SHUTDOWN 


•  Enter  SH  at  the  OPTION  prompt  and 
press  Return. 

The  system  will  respond  with: 

CARETAKER  STOPPED. 

•  Enter  3  at  the  OPTION  prompt  and  press 
Return . 

The  system  will  process  SHUTDOWN 
and  display: 

HIAOY  TO  HALT 
I  XT  T 

Nil f (  :  After  receiving  READY  ID  HALT  arid  EXIT 

prompt,  you  can  halt  the  processor. 

See  SHUTDOWN  PROCEDURES  for  the  type 
of  system  in  your  MIT  (Sections  22 
throuqh  24 ) . 
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18.  R  - 

ACCESS 

PURPOSE 


I  M’OR  T  AN  T 


RESTORE  SYSTEM  MANAGER 


Enter  R  at  the  UPDATE  OPTION  prompt 
and  press  Return. 

When  AQCESS  arrives  at  your  instal¬ 
lation,  there  will  be  no  user  IDs 
or  passwords  available  to  users — 
not  even, you,  the  System  Manager, 
will  be  able  to  sign  on  to  AQCESS. 
The  Restore  System  Manager  option 
will  enable  you  to  establish  the 
System  Manager's  user  ID  and 
password  so  that  you  can  gain 
access  to  the  system. 

Additionally,  you  will  use  this 
option  if  you  should  ever  acciden¬ 
tally  lock  out  your  user  ID,  pre¬ 
venting  yourself  from  signing  on. 
Also,  this  option  can  be  used  by 
someone  designated  by  the  Hospital 
Commander  to  perform  a  System 
Management  task  when  the  System 
Manager  is  away  from  the  facility. 


This  option  is  a  specially  designed 
function  that  operates  somewhat 
differently  than  the  other  op¬ 
tions.  To  perform  Restore  System 
Manager,  you  must  have  the  System 
Manager  Save  Tape.  Because  System 
Management  in  AQCESS  is  a  very 
sensitive  privilege,  this  tape 
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18.  R  -  RESTORE  SYSTEM  MANAGER 
(CONTINUED) 


should  be  secured  at  ail  times  in 
the  Commander's  office.  If  you 
exercise  reasonable  care  while 
using  your  user  ID,  you  should 
never  need  to  use  this  option  after 
installing  AQCESS. 

Once  the  new  System  Manager  ID  and 
password  have  been  established,  the 
routine  used  to  create  this  ID  will 
be  erased  from  the  system.  There¬ 
fore,  you  will  be  unable  to  select 
Update  Option  R  without  having  the 
tape . 
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18.1  TO  PERFORM  RESTORE  SYSTEM  MANAGER 


•  With  the  System  Manager  Save  Tape 
mounted  on  the  drive,  rewound  and 
online,  select  U  (Update)  at  the  OPTION 
prompt  and  press  Return. 

The  UPDATE  OPTION  prompt  is  displayed. 

•  Enter  R  (Routine  Load)  and  press 
Return. 


The  system  prompts,  TRAINING,  LIVE  OR 
MANAGER. 

•  Enter  L  for  LIVE  and  press  Return. 


The  system  will  respond  with  ROUTINE 
RESTORE,  and  you'll  be  asked  for  the 
Input  Device. 

•  Enter  47  and  press  Return. 

The  system  prompts,  MAGTAPE  MODE?  <D>. 

•  Press  Return  to  accept  the  default 
value. 


The  system  prompts,  BLOCK  SIZE?  <1024>. 

•  Press  Return  to  accept  the  default 
value. 
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18.1  TO  PERFORM  RESTORE  SYSTEM  MANAGER 
(CONTINUED) 


The  computer  will  then  give  you  the 
date  the  routine  was  placed  on  tape,  as 
well  as  and  the  header,  which  should  be 
SYSTEM  MANAGER  SAVE  TAPE.  The  system 
will  then  display  the  prompt  RESTORE 
ALL  (A)  OR  SELECTED  (S)  <A>. 

•  Press  Return  to  load  all  routines. 


After  printing  the  routine  name,  SMRC, 
the  INPUT  DEVICE  prompt  will  display 
again. 

•  Press  Return  to  exit  this  option. 
Return  to  the  OPTION  prompt  and 
select  R  (RESTORE  SYSTEM  MANAGER). 


The  system  will  prompt  you  for 
TERMINAL  NUMBER. 

•  Enter  the  terminal  number  you  will  be 
using  to  perform  AQCESS  System  Manager 
tasks  and  press  Return. 

The  system  will  ask  you  for  the  user  ID 
and  password  you  wish  to  use. 


NOTE:  The  new  USER  ID  can  only  be  3 

characters  long  and  the  new  password 
must  be  at  least  3  characters  long. 
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10.1  TO  PERFORM  RESTORE  SYSTEM  MANAGER 
(CONTINUED) 


•  Enter  the  System  Manager  user  ID. 

Enter  a  password.  lo  maintain 
security,  either  destroy  this  log  sheet 
or,  as  soon  as  this  procedure  is 
complete,  sign  on  to  AQCESS  and  change 
the  password  through  System 
Management . 


After  pressing  Return,  you  will  see  the 
EXIT  prompt.  You  will  not  be  able  to 
select  this  Restore  Option  again, 
unless  you  perform  this  entire 
operation  again. 

You  must  use  AQCESS  System  Management 
to  establish  additional  user  IDs  before 
anyone  else  may  sign  on  to  AQCESS.  You 
may  want  to  review  your  privileges  and 
add  any  not  provided  to  you. 
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19.  AR  -  ARCHIVE  PROCESSING 

ACCESS  Enter  AR  at  OPTION  prompt  on  the 

Operations  Main  Menu  and  press 
Return. 

PURPOSE  Archiving,  which  releases  inactive 

records  from  the  data  base,  is  per¬ 
formed  monthly  by  the  system  mana¬ 
ger/operator.  The  system  archives 
records  onto  tape  and  deletes  these 
records  from  the  data  base.  Regis¬ 
tration  data  will  never  be  removed 
from  the  data  base. 

DE SCRIPT  ION  When  the  archiving  function  is  per¬ 
formed,  the  system  will  select  re¬ 
cords  in  the  data  base  which  meet 
the  criteria  listed  below,  and 
archive  only  those  records. 

a.  Inpatient  Records  must  meet 
these  four  criteria: 

1.  The  Clinical  Records  must 
have  a  status  of  "T" 
(Transmitted  to  tape  for 
higher  commands)  or  "D" 
(Deleted  from  being  trans¬ 
mitted  to  tape  for  higher 
commands) . 

2.  If  the  record  has  gone 
through  Cashier  Processing, 
then  Cashier  records  must 
have  a  status  of  "Z"  (Zero 
balance)  or  "T"  (Trans¬ 
ferred)  or  "I"  (Initial  MSA 
Install ). 
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19.  A R  -  ARCHIVE  PROCESSING  (CONTINUED) 

3.  If  the  record  has  qone 
through  Inpatient  Occurrence 
Screening  Checklist  (Quality 
Assurance),  then  Inpatient 
Occurrence  Screening  records 
must  have  a  return  date  from 
review  for  every  action  code 
of  "Y"  (entered  into  the 
provider  profile)  for  all 
existing  audit  subfile 
records. 

4.  The  latest  date  among  the 
Clinical  Records  last  modi¬ 
fied  date  (item  1  above), 
Cashier  Status  Date  (item  2 
above),  and  the  latest  re¬ 
turn  date  from  review  of 
the  Inpatient  Occurrence 
Screening  Checklist  (item  3 
above)  must  be  older  than 
the  Archive  Date.  The  Ar¬ 
chive  Date  is  based  on  to¬ 
day's  date  and  CR  ARCHIVE 
MONTHS  specified  in  the  MTF 
Profile. 

b.  QA  Incident,  Problems  and  Pro¬ 
vider  Profile  Records  with  the 
following  criteria  will  be 
archived. 

1.  Incidents  - 

The  latest  dates  among  Date 
of  Incident,  Date  Action  1, 
Date  Action  2,  and  Date  Ac¬ 
tion  3  must  be  older  than 
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M>p  4frh  |  »»•  l/nt)’.  U>p 

Atitiivp  l)al  i*  i s  haswd  Me 
today's  Mu*  *»  and  QA 
INF  I  Of  Nl  PRORt  f  M  HflMM’, 

Ippr  I  f  1  Pd  in  Hip  Mil 
Prof  I  If*  . 


?.  Prohibits  - 

( hp  Rpso I vp  I  I  ag  must  dav** 
a  value  of  ”V"  and  Hip  Iasi 
Status  Oat  p  must  t>p  older 
than  t  hp  Archive  date.  thp 
Archive  Oat  p  is  based  on 
t  nday  ’  a  dat  p  afi<1  fJA 
INTUX  Nl/PROHt  fM  MON  IMS 
specifird  in  t  hp  Mil 
Prof i le . 

5.  Provider's  Profile  - 

fhe  Provider  must  have  a 
Delete  Oatp  which  is  older 
than  the  Archive  Date.  The 
Archive  Date  is  based  on 
today's  date  and  QA  PRO¬ 
VIDER  PROFILE  MONTHS  speci¬ 
fied  in  the  MTF  Profile. 

IMPORTANT  The  system  will  not  perform  archiv¬ 
ing  functions  unless  a  value  is  set 
for  the  Archive  Months  fields  in 
the  MTF  Profile,  both  for  the 
Archive  Months  field  on  the  CR 
Parameters  Screen  and  the  QA 
Archive  Months  fields  on  the  QA 
Parameters  Screen.  The  value  set 
for  the  Archive  Months  determines 
how  ’old'  a  completed  record  must 


QA058  Z.O 


19-3 


AUG  1986 


SYSTEM  HANAGEttNl  TRAINING  AID 


19.  AR  -  ARCHIVE  PROCESSING  (CONUNUED) 


be  for  it  to  qualify  for  archiv¬ 
ing.  For  example,  if  the  value  set 
for  the  Archive  Months  is  3,  re¬ 
cords  3  months  old  and  older  will 
be  archived  when  the  archiving 
function  is  performed,  provided  all 
remaining  criteria  are  met. 

OPf IONS  I  -  INPATIENT  archives  all  inpatient 
records  that  meet  the  archiving 
criteria. 

Q  -  QA  ACCIDENT /PROBLEMS  AND  PROVIDE 
PROFILE  archives  all  incidents, 
problems,  and  provider  profiles 
that  meet  the  archiving  criteria. 

After  selecting  I  or  Q,  the  following  options 

are  available: 

OPTIONS  C  -  CREATE  ARCHIVE  TAPE  will  evaluate 
which  records  are  to  be  archived 
and  those  meeting  the  criteria  will 
be  transferred  to  a  tape. 

L  -  LIST  ARCHIVE  TAPE  will  provide  a 

list  of  all  records  which  have  been 
archived  to  the  designated  tape. 

R  -  RESTORE  ARCHIVE  TAPE  will  enable 
the  MTF  to  load  any  archived  data 
back  into  the  database. 
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19.1  TO  CREATE  ARCHIVE  TAPE 


•  With  a  blank  tape  in  the  tape  drive, 
select  I  (INPATIENT)  or  Q  (QA  INCI¬ 
DENT/PROBLEMS  AND  PROVIDER  PROFILE)  at 
ARCHIVE  OPTION  prompt  and  press  Return. 


ARCHIVING  PROCEDURE:  prompt  is  displayed. 


•  Enter  C  (CREATE  ARCHIVE  TAPE)  and  press 
Return. 


The  system  will  respond,  DO  YOU  HAVE  A  BLANK 
TAPE  IN  THE  TAPE  DRIVE? 


•  Enter  ''Y"(Yes)  or  ''N"(No). 


If  you  enter  "Y",  the  system  will  respond, 
CONFIRM  BY  RESPONDING  "YES"  TO  CONTINUE 
ARCHIVING: 


•  Enter  "Y"  or  "N." 


If  you  enter  "Y",  the  system  will  respond  by 
printing  a  "."  for  each  record  archived.  When 
the  archiving  process  is  complete  the  message 
ARCHIVE  TAPE  FROM  (MTF  NAME)  CREATED  ON 
(TODAY'S  DATE)  AT  (TIME)  will  print.  The 
system  will  then  display  the  ARCHIVING  ROSTER. 
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19.1  TO  CREATE  ARCHIVE  TAPE  (CONTINUED) 


NOTE:  The  system  will  not  perform  archiving 

functions  unless  a  value  is  set  for  the 
ARCHIVE  MONTHS  in  the  MTF  Profile. 
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19.2  TO  LIST  ARCHIVED  RECORDS 


•  With  the  Archive  tape  in  the  t ape 
drive,  enter  l(JNPAIIINT)  nr  UA 
( INC IDENT /PROBLEMS  AND  PROVIDER  PRO¬ 
FILE)  at  ARCHIVE  OPIION  prompt  and 
press  Return. 


The  ARCHIVING  PROCEDURE  options  will  be  dis¬ 
played. 


•  Enter  L  (LIST  ARCHIVE  TAPE)  and  press 
Return. 


The  system  will  respond  with  the  question,  DO 
YOU  HAVE  THE  ARCHIVED  TAPE  IN  THE  TAPE  DRIVE7 


•  Enter  "Y"  or  "NM  and  press  Return. 


If  you  enter  "Y"  the  system  will  respond  with 
a  list  of  all  records  which  have  been 
archived  onto  the  designated  tape. 
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19.)  10  WSI0W  RECORDS 


19.3.1  10  Itt  SIOfK  INPAI 1EM1  RECORDS 

•  With  Archive  tape  in  the  tape  drive, 
select  l  ( INPAf  IFNI  )  at  the  AHfMIVf 
Of!  ION  prompt  and  press  Return. 


I he  system  Mill  respond  Mlth  the  ARCMIVt 
PROt'l  DORt  prompt  . 


•  Select  R  (RCSfORf  ARCHIVE  IAPC  )  and 
press  Return. 


the  system  will  respond  with  the  question,  00 
YOU  HAVE  IHE  ARCHIVED  TAPE  IN  1HE  IAPE  DRIVE? 


•  Enter  "Y”  or  MN"  and  press  Return. 


the  system  will  respond  with  the  question, 
ARCHIVE  IAPE  FROM  (MTF  W)  CREAtED  ON 
(ARCHIVE  CREAflON  OAfE)  OKAY? 


a  Enter  "Y"  or  "N”,  and  press  Return. 


If  "Y"  is  entered,  system  will  respond  with 
the  question,  DO  YOU  WANT  10  RESrORE  IHE 
ENTIRE  IAPE? 
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19.5.1  TO  RESTORE  INPATIENT  RECORDS  (CONTINUED) 


•  Tnter  "Y"  if  you  wish  to  restore  the  en¬ 
tire  tape,  or  "N"  if  you  want  to  restore 
only  individual  INPATIENT  records. 


If  you  enter  "Y”  the  entire  tape  will  be 
restored. 

If  you  enter  "NM  the  system  will  respond  with 
REGISTER  NO. 


•  Enter  the  REGISTER  NUMBER  of  the  inpa¬ 
tient  record  you  wish  to  restore,  and 
press  Return. 


The  system  will  respond  with  LOADED  REGISTER 
NO  (the  number  you  entered),  then  request  the 
next  desired  REGISTER  NO. 


•  Enter  the  REGISTER  NUMBER  of  the  next 
inpatient  record  you  wish  to  restore,  if 
any,  and  press  Return.  Repeat  this 
procedure  until  you  have  entered  the 
REGISTER  NUMBER  of  each  record  you  wish 
to  restore.  Press  Return  at  the 
REGISTER  NUMBER  prompt  to  exit  the 
Restore  function. 
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19.3.2  TO  RESTORE  QA  INCIDENT /PROBLEMS  AND 
PROVIDER  PROFILE  RECORDS 


•  With  Archive  Tape  in  the  tape  drive, 
select  Q  (QA  INCIDENT /PROBLEMS  AND 
PROVIDER  PROFILE)  at  the  ARCHIVE  OPTION 
prompt  and  press  Return. 


The  system  will  respond  with  the  ARCHIVE 
PROCEDURE  prompt . 


•  Select  R  (RESTORE  ARCHIVE  TAPE)  and 
press  Return. 


The  system  will  respond  with  the  question,  DO 
YOU  HAVE  THE  ARCHIVED  TAPE  IN  THE  TAPE  DRIVE? 


•  Enter  "Y"  or  "N"  and  press  Return. 


The  system  will  respond  with  the  question, 
ARCHIVE  TAPE  FROM  (MTF  NAME)  CREATED  ON 
(ARCHIVE  CREATION  DATE)  OKAY? 


•  Enter  "Y"  or  "N"f  and  press  Return. 


If  "Y"  is  entered,  system  will  respond  with 
the  question,  DO  YOU  WANT  TO  RESTORE  THE 
ENTIRE  TAPE? 
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19.3.2  TO  RESTORE  QA  INCIDENT  PROBLEMS  AND 
PROVIDER  PROFILE  RECORDS 


•  Enter  "Y"  if  you  wish  to  restore  the  en¬ 
tire  tape,  or  "N"  if  you  want  to  restore 
only  individual  QA  INCIDENT /PROBLEM  AND 
PROVIDER  PROFILE  records,  and  press 
Return. 


If  you  enter  "Y"  the  entire  tape  will 
restored.  If  you  enter  "N"  the  system  will 
respond  with  the  ENTER  TYPE  prompt. 


•  Enter  I  (INCIDENT)  if  you  wish  to 
restore  individual  INCIDENT  records. 


The  system  will  respond  with  the  INCIDENT  NO 
prompt . 


•  Enter  the  INCIDENT  NO  of  the  INCIDENT 
you  wish  to  restore. 


The  system  will  respond  with  the  INCIDENT  NO 
prompt . 


•  Enter  the  INCIDENT  NO  of  the  next  INCI¬ 
DENT  you  wish  to  restore.  When  you  have 
restored  all  the  INCIDENTS  you  wish  to, 
press  Return  at  the  INCIDENT  NO  prompt. 


The  system  will  respond  with  the  ENTER  TYPE 
prompt . 
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19.3.2  TO  RESTORE  QA  INCIDENT /PROBLEMS  AND 
PROVIDER  PROFILE  RECORDS 

Enter  P  (PROBLEM)  if  you  wish  to  restore 
individual  PROBLEM  records. 

The  system  will  respond  with  the  PROBLEM  NO 
prompt . 

•  Enter  the  PROBLEM  NO  of  the  the  PROBLEM 
you  wish  to  restore. 

The  system  will  respond  with  the  PROBLEM  NO 
prompt . 

•  Enter  the  PROBLEM  NO  of  the  next  PROBLEM 
you  wish  to  restore.  When  you  have 
restored  all  the  PROBLEMS  you  wish  to, 
press  Return  at  the  PROBLEM  NO  prompt. 

The  system  will  respond  with  the  ENTER  TYPE 
prompt . 

•  Enter  V  (PROVIDER)  if  you  wish  to  re¬ 
store  PROVIDER  records. 


The  system  will  respond  with  the  PROVIDER  ID 
prompt . 

•  Enter  the  PROVIDER  ID  of  the  PROVIDER 
records  you  wish  to  restore. 
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19.5.2  TO  RESTORE  QA  INCIDENT /PROBEE MS  AND 
PROVIDER  PROFILE  RECORDS 


The  system  will  respond  with  (he  confirmation 
message  LOADED  PROVIDER  (PROVIDER  ID). 

The  system  will  then  respond  with  the  PROVIDER 
ID  prompt . 


•  Enter  the  PROVIDER  ID  of  the  next  PROVI¬ 
DER  record  you  wish  to  restore.  When 
you  have  restored  all  the  PROVIDER  re¬ 
cords  you  wi9h  to,  press  Return  at  the 
PROVIDER  ID  prompt. 


The  system  will  respond  with  the  ENTER  TYPE 
prompt . 


•  Press  Return  at  the  ENTER  TYPE  prompt  if 
you  have  no  more  QA  INCIDENT /PROBLEMS 
ANO  PROVIDER  records  to  restore. 
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SYSTEM  MANAGEMENT  TRAINING  AID 
21.  OAILY/WEEKLY/MDNTHLY  CHECKLIST 


Certain  reports  have  been  noted  in  these  in¬ 
structions  which  must  be  sent  to  AQCESS  Customer 
Support  on  a  regular  basis.  Additionally,  cer¬ 
tain  Functions  must  be  performed  on  a  regular 
basis.  This  Section  contains  a  reference  list, 
which  can  assist  you  in  verifying  these  reports 
and  functions  and  in  observing  the  schedule. 
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21.1  DAILY  FUNCTIONS/REPORTS 

CHFCK  rONSOLE  LOG:  At  the  end  of  each  day,  the 
console  log  should  be  removed  from  the  console 
and  examined  for: 


<CRASH>  <DKHER> 

<DKRES>  <DKSER> 

<DBOYF> 

<DK3ER> 

<DSCON> 

<N0BUF> 

These  are  errors  that  may  cause  harm  to  your 
system  if  not  investigated.  Should  you  find  any 
of  these  errors  on  your  console  log,  not  1  y 
AQCESS  Customer  Support  immediately  Isee  the 
front  of  this  Training  Aid). 

Additionally,  you  should  verify  that  the  correct 
date  and  time  were  entered  when  booting  the 
system.  If  the  date  and  time  are  wrong,  correct 
them;  you  may  wish  to  notify  any  departments 
that  could  have  been  impacted  by  the  incorrect 
information. 


COMPILE  ERROR  LIST:  See  Section  3. 
BACKUP  SYSTEM:  See  Section  10. 
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21.2  WEEKLY  FUNCTIONS/REPORTS 


VERIFY  INTEGRITY:  See  Section  6. 

TALLY  DISK  BLOCKS;  See  Section  12. 

SEND  REPORTS  TO  AQCESS  CUSTOMER  SUPPORT:  The 
Integrity  Report,  Error  Lists,  and  Disk  Block 
Tally  should  be  sent  'to  AQCESS  Customer  Support 
(see  front  of  this  Training  Aid  for  the 
address) . 


QA058  2.0 


21-3 


AUG  1986 


n - 


SYSTEM  MANAGEMENT  TRAINING  AID 


i 


QA058  2.0 


21-4 


AUG  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 

22.  HARDWARE  OVERVIEW 


This  section  describes  the  hardware  configura¬ 
tions  on  which  AQCESS  operates,  the  terminals, 
printer,  and  power  system  used,  and  contains 
illustrations  of  each. 


22.1  SYSTEM  CONFIGURATION 


AQCESS  runs  on  the  PDP-11  series  of  computers 
manufactured  by  the  Digital  Equipment  Corpora¬ 
tion  (DEC).  Specifically,  AQCESS  operates  on  the 
following  types  of  PDP-11 's: 


•  PDP-11/23  (System  1).  This  is  the 

smallest  of  the  PDP-11  computers  used  by 
AQCESS.  The  total  hardware  configuration 
for  the  PDP-11/23  consists  oft 

-  PDP-11/23  Processor 

(with  RD52  Disk  Drive)  (Figure  1) 

-  TK  25  Cassette  Tape  Drive  (Figure  2) 

-  Letterwriter  100  Console  (Figures  3a 

and  3b) 


QA05B  2.0 


22-1 


AUG  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 

22.1  SYSTEM  CONFIGURATION  (CONTINUED) 


pnP-ll/23  PLUS  (System^).  This  th® 
Middle-sized  computer  u^d  by  AQCESS. 

The  hardware  configuration  f 
PDP-11/23  PLUS  consists  of: 

POP -11/23  PLUS  Processor 
(with  R051  Oisk  Drive, 

ROS2  Oisk  Drive) 

-  TK  25  Cassette  Tape  Drive  (Figure  ) 

-  Lettersriter  100  Console  (Figures  3s 


1P.11 /BA  (SystemJl.  .  jgci|stHe Tt>e 
argest  computer  used  y  •  . 

ardware  configuration  for  the  PDP-11/84 


.nn  i  oF  O  flf  ! 


.  POP -11/84  Processor 
_  RA80  Oisk  Drive 

-  TU80  Mag  Tape  Drive 

-  Letterwnter  100  Console 


(Figure  5) 
(F igure  6) 
(F igure  2 ) 
(F igures  3a 
and  3b). 


QA058  2.0 


22-2 


AUG  1986 


0050030 

Micro 

i  POP-1 1 


O 


o 

HtU 


OC  OK 

O 

Restart 


Fixed  01*1  0 


Write  Protect  Ready 


IcHtikU  Oisk 


Write 

Protect 


oo 


Figure  1.  PDP-11/23  Processor 
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Figure  3a.  Letterwriter  100  Console  (Keyboard) 
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VOLTAGE  SELECTOR  SWITCH 
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ON/OM 
SWITCH 


POWER  ON/OFF  SWITCH 


Figure  3b.  Letterwnter  100  Console 
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MRS-347B83 


Figure  4.  PDP-11/23  PLUS  Processor 
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Figure  6.  RA80  Disk  Drive 
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22.2  AQCESS  TERMINALS 


Terminals  used  to  communicate  with  the  PDP-11 
computer  fall  into  two  general  categories: 

•  Hard-copy  Terminals,  which  print  on  con¬ 
tinuous  forms  of  paper.  This  type  of 
terminal  will  provide  a  permanent  record 
of  the  terminal  session.  Hard-copy 
terminals  will  be  used  as  the  consoles 
for  all  systems.  The  Letterwriter  100 
hard-copy  terminal  will  be  used  with  all 
of  the  PDP-11  systems  (see  Figures  3a 
and  3b). 

•  Video  Display  Terminals,  which  print  on 
a  television-like  screen  called  a 
Cathode  Ray  Tube  (CRT).  Generally  you 
cannot  get  a  permanent  record  of  your 
terminal  session  from  a  video  display 
terminal.  However,  you  will  find  that  a 
video  display  terminal  offers  a  faster 
and  more  effective  work  environment  than 
a  hard -copy  device.  The  VT220  will  be 
the  display  terminal  used  by  all  MTF's 
(Figures  8a,  8b,  and  8c). 
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Figure  8a.  VT220  Control 
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Figure  8c.  VT220  CRT 
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22.3  PRINTER 


The  Letterwnter  100  printer  (Figure  9)  will  be 
used  to  print  your  reports  and  related  AQCESS 
products  such  as  A&D  Cover  Sheets,  A&D  Index 
Cards,  and  Clinical  Records  Cover  Sheets. 

The  type  of  printer  stand  available  at  your  site 
will  determine  how  your  paper  and  forms  are 
loaded.  The  optimal  set-up  consists  of  a 
printer  stand  with  an  opening  in  the  bottom 
(Figure  10a).  Another  set-up  is  a  stand  without 
a  opening  (Figure  10b). 

If  you  have  a  printer  stand  with  an  opening 
(Figure  10a),  load  the  paper  up  through  the 
opening  in  the  stand  and  then  through  the  bottom 
of  the  printer.  Continue  to  feed  the  paper 
until  it  reaches  the  tractors. 

If  you  have  a  printer  stand  without  an  opening 
(Figure  10b),  place  your  paper  or  forms  in  front 
of  the  printer.  Tilt  the  printer  up  and  load 
paper  through  the  bottom  until  it  reaches  the 
tractors. 

The  tractors  need  to  be  adjusted  to  the  paper 
size.  Position  the  left  tractor  to  the  extreme 
left  side.  Lift  the  tractor  covers  and  place 
the  holes  of  the  paper  into  the  tractor  pins. 
Close  the  left  cover  and  proceed  to  position  the 
right  side  of  the  paper  so  that  the  holes  of  the 
paper  line  up  with  the  pins  in  the  right 
tractor. 
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22.3  PRINTER  (CONTINUED) 


Set  the  paper  to  top  of  form  (TOE)  by  pressing 
the  button  labeled  "Online  Off".  Turn  the 
platen  to  scroll  the  paper  so  that  the  print 
head  is  just  below  the  perforation.  Press  the 
"set  TOF"  button  and  then  the  "Online  Off" 
button.  Your  paper  or  forms  are  now  ready  for 
printing. 

Whenever  different  sizes  of  paper  are  loaded 
(e.g.,  changing  from  index  cards  to  admission 
forms),  the  printer  must  be  turned  off  and  then 
on  again  and  the  top  of  form  alignment  must  be 
reset . 

NOTE:  Loading  of  paper  for  the  console  follows 

the  same  procedures. 
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Figure  9.  Letterwriter  100  Printer 
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figure  10a.  Printer  Stand  with  Opening 


TNACTQH 


figure  10b.  Printer  Stand  without  Opening 
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22.4  THE  POWER  SYSTEM 


DESCRIPTION  AQCESS  uses  the  Topaz  Powermaker 

Uninterruptible  Power  System,  which 
connects  to  an  AC  power  line  be¬ 
tween  the  utility  power  source  and 
the  critical  load.  As  long  as  the 
AC  input  voltage  is  85%  of  nominal, 
AC  power  flows  through  the  UPS  to 
the  load.  A  battery  charger  used 
the  AC  power  to  keep  the  batteries 
fully  charged. 

If  the  utility  power  fails  or  drops 
move  than  1 5%  below  nominal,  the  AC 
input  line  is  disconnected  from  the 
UPS  output  receptacle.  The  in¬ 
verter  then  draws  DC  power  from  the 
batteries  to  generate  an  AC  voltage 
that  is  applied  to  the  UPS  output 
receptacle.  When  the  utility  power 
returns  to  within  9%  of  nominal, 
the  AC  input  line  is  reconnected  to 
the  UPS  output  receptacle,  the  in¬ 
verter  switches  off,  and  the  bat¬ 
tery  charger  recharges  the 
batteries. 

If  the  TOPAZ  batteries  are  com¬ 
pletely  drained,  the  batteries  are 
not  completely  recharged  for  24 
hours. 

OPERATION  Set  the  On/Off  switch  to  ON.  The 
indicator  lamp  lights  whenever 
there  is  power  at  the  output  recep¬ 
tacle.  The  inverter  initially 
delivers  power  to  the  output  recep- 
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22.4 


NOTE: 


THE  POWER  SYSTEM  (CONTINUED) 


tacle,  so  the  fan  will  start  up. 

If  the  line  voltage  is  normal, 
transfer  to  the  AC  line  will  occur 
in  approximately  three  seconds,  and 
the  inverter  and  fan  will  turn  off. 

The  audible  alarm  will  sound  when¬ 
ever  the  inverter  is  running;  it 
will  also  continue  to  sound  after 
an  overload  shutdown  or  a  low  bat¬ 
tery  shutdown.  The  audible  alarm 
consists  of  a  short  "beep"  tone  re¬ 
peated  at  approximately  8  second 
intervals. 

If  transfer  to  the  AC  line  does  not 
occur  within  a  few  seconds  after 
turning  the  unit  on  (audible  alarm 
sounds  and  the  fan  continues  to 
run),  an  adjustment  of  the  transfer 
level  may  be  required.  Call  DEC 
F ield  Service. 

The  ON/OFF  switch  should  be  OFF  whenever 
the  UPS  is  not  connected  to  the  power 
line.  If  the  switch  is  left  on,  the 
batteries  will  slowly  drain. 

If  there  is  a  power  shutdown  each 
evening  at  your  facility,  be  sure 
to  switch  OFF  the  UPS.  Otherwise, 
the  inverter  will  start  up  and  run 
until  the  batteries  are  dis¬ 
charged.  If  the  unit  is  left  in 
this  state  for  more  than  10  days, 
transfer  to  the  line  may  not 
occur.  Call  DEC  Field  Service. 
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23.  PROCEDURES  FOR  THE  PDP-11/23 


In  these  instructions,  numbers  in  brackets  refer 
to  the  hardware  diagram  named  in  the  section. 


23.1  TO  POWER  UP  THE  PDP-11/23 


Figures  11a  and  11b  show  the  system  configura¬ 
tion  for  the  PDP-11/23. 


•  Push  the  switch  on  the  front  of  the 

TOPAZ  to  the  ON  (up)  position.  When  the 
TOPAZ  is  ON,  the  level  light  will  be 
red. 


•  Push  the  switch  in  the  back  of  the 

Letterwriter  100  (console)  [1]  to  the  ON 
(up)  position. 


•  Push  the  red  switch  on  the  back  of  the 
tape  drive  (TK25)  [9]  to  the  ON  (up) 
position. 

•  Push  the  Power  On  Switch  [2]  to  the  ON 
(up)  position.  The  Power  On  Switch  will 
be  red.  The  green  "RUN"  light  [3]  and 
green  "DC  OK"  light  [4]  should  be  on. 
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23.1  TO  POWER  UP  THE  PDP-11/23  (CONTINUED) 

T he  PDP-11/23  is  now  powered  up. 

Verify:  Write  Protect  [7]  is  off. 

Disk  Ready  [8]  light  is  on. 
Run  light  on. 

DC  OK  light  on. 


Letterwriter  100  Power  On/Off  Switch 


Figure  11a.  PDP-11/23  System  Configuration 
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POP-1 1/23  CPU 


TK25  Power  ON/OFF  Switch 
Figure  11b.  POP-1 1/23  System  ConFigurat ion 
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23.2  TO  START  UP  THE  POP-11/23 


See  Figures  11a  and  11b. 


•  The  HALT  button  [S]  should  be  OUT. 

•  Push  the  restart  button  [6]  IN. 

The  system  will  now  begin  to  boot  from 
the  disk. 

•  Press  Return  for  ALL  prompts  except  DATE 
and  TIME.  The  DATE  should  be  entered  in 
the  format:  DO-MMM-YY  (DD=day,  MMM= 
month,  YY=year). 

The  TIME  should  be  entered  in  the 
format:  HH:MM:SS  (HH=hours,  MM- 
minutes,  SS=seconds). 

When  the  system  is  completely  up,  the 
following  message  will  be  displayed: 

DSM-11  VERSION  3.0A  IS  NOW  UP  AND 
RUNNING!  EXIT 


•  Press  Return  for  the  system  operat ions 
OP II ON  prompt. 
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23.3  TO  SHUT  DOWN  THE  PDP-11/23 


See  Figures  11a  and  11b. 

•  At  the  OPTIONS  prompt  on  the  console 
enter  SH  (SHUTDOWN  SYSTEM).  Refer  to 
the  Operations  Manual  for  more 
information  on  this  option. 

When  the  system  is  completely  shutdown, 
the  following  message  will  be  displayed: 

READY  TO  HALT 
EXIT 


23. A  TO  POWER  DOWN  THE  PDP-11/23 


See  Figures  11a  and  11b. 

•  Push  the  HALT  button  [5]  IN. 

•  Turn  the  POWER  ON  switch  [2]  to  the  OFF 
(down)  position. 

•  Push  the  red  switch  on  the  back  of  the 
tape  drive  (TK25)  [9]  to  the  OFF  (down) 
position. 

•  Push  the  switch  in  the  back  of  the 
Letterwriter  100  (console)  [1]  to  the 
OFF  (down)  position. 

•  Push  the  switch  on  the  front  of  the 
TOPAZ  to  the  OFF  (down)  position. 

Verify:  All  lights  should  be  off. 
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23.5  TO  USE  THE  TK25  CASSETTE  TAPE  DRIVE 


Figure  12  shows  a  diagram  of  the  TK25  Tape 
Drive. 


•  Insert  the  cassette  tape  into  the  TK25. 


The  online  light  will  be  flashing, 
indicating  that  the  tape  is  rewinding 
and  checking  tape  tension.  This  process 
is  performed  regardless  of  the  position 
of  the  tape  and  takes  approximately  5 
minutes. 

•  When  the  rewind  completes,  press  the 
online  button. 

The  online  light  will  be  a  solid  green. 
If  the  write -protect  feature  on  the 
cassette  has  been  set,  the  yellow  write- 
protect  light  will  be  on.  The  tape  is 
now  ready  for  use. 

•  To  eject  the  tape,  press  the  eject  bar 
on  the  front  of  the  tape  drive. 

The  read-write  heads  will  disengage. 

•  Remove  the  tape  and  place  it  in  the 
cover. 
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24.  PROCEDURES  FOR  THE  POP-11/23  PLUS 


In  these  instructions,  numbers  in  brackets  refer 
to  the  hardware  diagram  named  in  the  section. 


24.1  TO  POWER  UP  THE  PDP-11/23  PLUS 

F lqures  13a  and  13b  show  the  system  configura¬ 
tion  for  the  PDP-11/23  PLUS. 

•  Push  the  switch  on  the  front  of  the 
TOPAZ  to  the  ON  position.  When  the 
TOPAZ  is  on,  the  lever  will  be  red. 

•  Push  the  switch  in  back  of  the  Letter- 
writer  100  (console)[l]  to  the  ON  (up) 
pos it  ion. 

•  Push  the  red  switch  in  back  of  the  tape 
drive  (TK25)[2]  to  the  ON  (up)  position. 

•  Flip  the  AUX  switch  [3]  to  the  ON  (up) 
position.  The  red  PWR  OK  light  [4]  on 
the -front  panel  will  come  on. 

The  PDP-11/23  PLUS  is  now  powered  up. 


Verify:  Red  PWR  OK  Light  ON. 

Both  Disk  Online  Lights  [8]  ON 
(green). 

Both  Wr ite-Protect  Lights  [9] 
OFF.  (If  on,  would  be  orange.) 
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Letterwriter  100  Power  ON/OFF  Switch 


IK 25  Power  ON/OFF  Switch 


Figure  13a.  POP-1 1/23  PLUS  System  Configuration 
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PDP-11 /23  PLUS  CPU 


Figure  13b.  PDP-11/23  PLUS  System  Configuration 
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24.2  TO  START  UP  THE  PDP-11/23  PLUS 


See  Figures  13a  and  13b. 

•  Lift  the  HALT  switch  [5]  to  the  UP 
position. 

•  Lift  the  RESTART  switch  [6]  to  the  UP 
position.  The  RESTART  switch  will 
spring  back  to  the  center  position  and 
the  red  run  indicator  light  [7]  will 
come  on. 


The  system  will  now  begin  to  boot  from 
the  disk. 

•  Press  Return  for  ALL  prompts  except  DATE 
and  TIME.  The  DATE  should  be  entered 
in  the  format:  DO-MMM-YY  (DD=day,  MMM= 
month,  YY=year). 


The  TIME  should  be  entered  in  the  for¬ 
mat:  HH:MM:SS  (HH=hour,  MM=minutes, 
S5=seconds) . 

When  the  system  is  completely  up,  the 
following  message  will  be  displayed: 

DSM-11  VERSION  3.0A  IS  NOW  UP  AND 
RUNNING!  EXIT 


•  Press  Return  for  the  System  Operations 
OPTION  prompt. 
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24.3  TO  SHUT  DOWN  THE  PDP-11/23  PLUS 


See  Figures  13a  and  1>b. 


•  At  the  OPTIONS  prompt  on  the  console, 
enter  SH  (SHUTDOWN  SYSTEM).  Refer  to 
the  Operations  Manual  for  more 
information  on  this  option. 


When  the  system  is  completely  shutdown, 
the  following  message  will  be  displayed: 


READY  TO  HALT 
EXIT 
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24.4  TO  POWER  DOWN  THE  PDP-11/23  PLUS 


See  Figures  13a  and  13b. 

•  Push  the  HALF  switch  [5]  to  the  down 
position. 

•  Flip  the  AUX  switch  [3]  to  the  OFF 
(down)  position. 

•  Push  the  red  switch  in  the  back  of  the 
tape  drive  (TK25)[2]  to  the  OFF 
position. 

•  Push  the  switch  in  the  back  of  the 
Letterwriter  100  [1]  to  the  OFF  (down) 
position. 

•  Push  the  switch  on  the  front  of  the 
TOPAZ  to  the  OFF  position. 


Verify:  All  lights  should  be  off. 


QA058  2.0 


24-6 


AUG  1986 


1 


SYSTEM  MANAGEMENT  TRAINING  AID 


24.5  TO  USE  THE  TK25  CASSETTE  TAPE  DRIVE 


Figure  14  shows  a  diagram  of  the  TK25  Tape 
Drive. 

•  Insert  the  cassette  tape  into  the  TK25. 

The  online  light  will  be  flashing, 
indicating  that  the  tape  is  rewinding 
and  checking  tape  tension.  This  process 
is  performed  regardless  of  the  position 
of  the  tape  and  takes  approximately  5 
minutes. 

•  When  the  rewind  completes,  press  the 
online  button. 


The  online  light  will  be  a  solid  green. 
If  the  write-protect  feature  on  the 
cassette  has  been  set,  the  yellow  write- 
protect  light  will  be  on.  The  tape  is 
now  ready  for  use. 

•  To  eject  the  tape,  press  the  eject  bar 
on  the  front  of  the  tape  drive. 

The  read-write  heads  will  disengage. 

•  Remove  the  tape  and  place  it  in  the 
cover. 
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25.  PROCEDURES  FOR  THE  PDP-11/84 

In  these  instructions,  numbers  in  brackets  refer 
to  the  hardware  diagram  named  in  the  section. 


25.1  TO  POWER  UP  THE  PDP-11/84 

Figures  15a  and  15b  show  the  system  configura¬ 
tion  for  the  PDP-11/84. 

The  UPS  should  be  running  at  all  times.  During 
periodic  maintenance  the  system  must  be  shut 
down  and  unplugged  from  the  electrical  outlet. 
Make  sure  the  "Audible  Alarm  Volume  Control"  in 
the  cabinet  is  set  to  "LOUD".  If  reguired  to 
activate  the  UPS,  do  the  following  steps: 

•  Turn  the  top  right  hand  corner  key 
switch  to  a  horizontal  (ON)  position 
activating  UPS  operation.  Move  the 
Battery  Circuit  Breaker  and  Line  Cir¬ 
cuit  Breaker  Load  Circuit  Breaker(s) 
inside  the  cabinet  to  ON  position.  If 
a  breaker  does  not  remain  closed,  DO 
NOT  TRY  TO  RECLOSE  IT.  Do  not  proceed 
further.  Inform  NDC  Customer  Support 
and  place  a  service  call  to  DEC. 

•  During  the  startup  seguence  of  the  unit 
several  alarm  lights,  as  well  as  the 
audible  alarm,  will  activate.  Ignore 
these  at  this  time  but  silence  the 
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25.1  TO  POWER  UP  THE  PDP-11 /B4  (CONTINUED) 

audible  alarm  by  pushing  the  Alarm 
Silence  push  button  on  the  right  side 
of  the  display  panel.  When  the  charge 
sequence  routine  is  discontinued  all 
alarms  will  go  off  and  "SYSTEM  NORMAL" 
should  come  on.  EXCEPTION:  "LOW 
BATTERY"  indicator  will  remain  on  until 
battery  has  recovered  to  132  VDC. 

NOTE:  During  operation  of  the  UPS,  there 

are  dangerous  voltages  present  with¬ 
in  the  cabinetry.  Do  not  operate 
the  UPS  with  the  cabinet  door  open. 

•  Press  the  switch  at  the  back  of  the 
Letterwriter  100  (console)  [l]  to  the 
ON  (up)  position. 

•  Verify  that  the  circuit  breaker  at  the 
back  of  the  disk  drive  (RA80)  is  ON. 

(If  the  circuit  breaker  is  on,  the  fan 
for  the  disk  drive  should  be  running.) 

•  Open  the  lid  of  the  tape  drive  and  push 
the  red  switch  [2]  to  the  ON  (down) 
position. 

•  Push  the  LOGIC  ON  button  [3]  on  the 
front  of  the  tape  drive  (TU80). 

•  Push  in  the  RUN/ST0P[4]  button  on  the 
front  of  the  CPU.  The  RUN/STOP  light 
should  be  yellow. 
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®  (l)  ®  (•)  © 


RA80  DISK  DRIVE 


FIGURE  15a.  FRONI  PANEL  CONTROLS  AND  INDICATORS 

Refer  to  table(s)  1,  2,  and  3  for  description  of 
Front  Panel  Controls  and  Indicators. 
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FIGURE  15b.  POP-1 1 /84  SYSTEM  CONFIGURATION 
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25.1  TO  POWER  UP  THE  PDP-11/84  (CONTINUED) 

•  Turn  the  red  CPU  KEY  [5]  to  the  ENABLE 
position  [6],  The  DC  ON  liqht  [12]  and 
RUN  liqht  [13]  will  be  green. 

The  PDP-11/84  is  now  powered  up. 

Verify:  Yellow  Run/Stop  Liqht  is  on. 

White  Ready  Liqht  [7]  is  on. 

"A"  Button  [8]  is  in. 

"B"  Button  [9]  is  out. 

Yellow  Write-Protect  button  [10] 
is  off  (out). 

Halt  Switch  [11]  in  the  center 
position  (Run). 


25.2  TO  START  UP  THE  PDP-11/84 

See  F iqures  15a  and  15b. 

•  Push  the  HALT  switch  [11]  to  HALT. 

•  Return  HALT  switch  [11]  to  CENTER  (Run) 
position,  then  over  to  Restart. 

The  system  will  now  beqin  to  boot  from 
the  disk.  The  run  liqht  will  qlow 
qreen. 

•  Press  Return  for  ALL  prompts  except  DATE 
and  TIME.  The  DATE  should  be  entered  in 
the  format:  DO-MM-YY  (DD=day,  MMM= 
month,  YY=year). 
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25.2  TO  START  UP  THE  PDP-11/84  (CONTINUED) 

The  TIME  should  be  entered  in  the 
format:  HH:MM:SS  (HH=hour,  MM=minutes, 

SS=seconds) . 

When  the  system  is  completely  up,  the 
following  message  will  be  displayed: 

DSM-11  VERSION  3.0A  IS  NOW  UP  AND 
RUNNING!  EXIT 

•  Press  Return  for  the  system  operations 
OPTION  prompt. 

NOTE:  When  the  system  is  completely  up, 
turn  the  red  CPU  key  to  SECURE, 
then  remove  the  key.  Store  the 
key  in  a  safe,  easily  accessible 
place. 


25.3  TO  SHUT  DOWN  THE  POP-11/84 

See  Figures  15a  and  15b. 

•  At  the  OPTIONS  prompt  on  the  console, 
enter  SH  (SHUTDOWN  SYSTEM).  Refer  to 
information  on  this  option. 

When  the  system  is  completely  shutdown, 
the  following  message  will  be  displayed. 

READY  TO  HALT 
EXIT 
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25. A  TO  POWER  DOWN  THE  POP -11/84 

See  Figures  15a  and  15b 

•  Turn  the  red  CPU  key  to  ENABLE. 

•  Press  the  HALT  switch  [11]  to  HALT. 

•  Push  the  RUN/STOP  button.  The  light 
should  go  OFF  and  the  button  will  be 
OUT. 

•  Turn  the  red  CPU  key  [5]  to  OFF. 

•  Push  the  LOGIC  OFF  [14]  button  on  the 
front  of  the  tape  drive  (TUBO). 

•  Open  the  lid  of  the  tape  drive  and  turn 
the  red  switch  [2]  to  the  OFF  (down) 
position. 

•  Press  the  switch  at  the  back  of  the 
Letterwriter  100  [1]  to  the  OFF  (down) 
position. 

•  Flip  the  circuit  breaker  at  the  back  of 
the  disk  drive  (RA80)  OFF. 


The  UPS  should  be  running  at  all  times.  During 
periodic  maintenance  the  system  must  be  shut 
down  and  unplugged  from  the  electrical  outlet. 
If  required  to  deactivate  the  UPS,  do  the 
following  steps  or  leave  the  system  running. 

•  Turn  the  top  right  hand  corner  key 
switch  to  a  vertical  (OFF)  position, 
deactivating  UPS  operation. 
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•  Turn  off  the  Line  Circuit  Breaker  and 
the  Battery  Circuit  Breaker  inside  the 
cabinet  to  (OFF)  position. 

To  remove  power  from  your  critical  load 
equipment: 

•  Move  the  corresponding. Load  Circuit 
Breaker(s)  to  their  (OFF)  positions. 

•  Unplug  the  input  power  cord  before  per¬ 
forming  maintenance  on  this  equipment. 


25.5  TO  USE  THE  TU80  MAG  TAPE  DRIVE 

Figure  16  shows  a  diagram  of  the  TU80  Tape 

Drive. 

TO  MOUNT  MAGNETIC  TAPES 

•  Press  LOGIC  ON  so  that  the  light  13  ON. 

•  Open  dust  cover  on  top  of  drive. 

•  The  center  button  on  the  Locking  Hub  [1] 
should  be  in  the  pressed-in  position; 
the  ring  surrounding  it  should  be  in  the 
UP  position. 

•  Place  tape  on  the  Locking  Hub  [1]  and 
thread  it  through  the  write/read  heads 
as  shown  in  the  diagram,  wrapping  it 
around  the  center  of  the  Take-Up  Reel 
[2]  until  the  loose  end  is  tucked  inside 
the  remaining  tape.  Press  IN  the  ring 
surrounding  the  Locking  Hub  [1], 
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25.5  TO  USE  THE  TU80  MAG  TAPE  DRIVE  (CONTINUED) 


•  Turn  the  Take-Up  Reel  four  complete 
revolut ions. 

•  Close  the  dust  cover  on  the  top  of  the 
drive. 

•  Press  LOAD  REWIND  so  that  the  light  is 
ON. 

•  The  tape  will  begin  spinning. 

•  When  the  BOT  LIGHT  comes  on,  press  ON 
LINE. 
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TO  REMOVE  MAGNETIC  TAPES 

•  Press  RESET. 

•  Press  UNLOAD.  The  tape  will  automati¬ 
cally  rewind. 

•  Open  the  dust  cover  on  top  of  the  drive. 

•  The  center  button  on  the  Locking  Hub  [1] 
should  be  pressed  in;  the  ring  surround¬ 
ing  the  Locking  Hub  [l]  should  be  in  the 
UP  position. 
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MODE 

STATUS 

FUNCTION 

RUN 

ON 

The  processor  is  fetching 
and  executing  instructions. 
This  is  a  normal  condition. 

OFF 

The  processor  is  halted  or 
waiting  for  an  interrupt. 
The  Run  indicator  blinks  for 
each  console  keystroke. 

DC  ON 

ON 

DC  power  is  available  to  the 
logic  and  all  voltages  are 
present  but  not  within 
specified  level. 

OFF 

DC  voltages  are  not  avail¬ 
able  to  the  logic  or  volt¬ 
ages  are  present  but  within 
tolerances. 

BATTERY 

ON 

Battery  is  present  and 
charged  to  80S  or  greater 
capacity. 

Slow  Blink 
(10  #2) 

Battery  is  at  less  than  BOS 
capacity  and  is  charging. 

F  ast 
(10 

Blink 

#2) 

The  ac  power  has  failed;  the 
battery  is  discharging,  but 
the  memory  content  remains 
valid. 

The  two-digit  Start-up  Test  mode  display  pro¬ 
vides  the  start-up  diagnostic  error  codes. 


TABLE  1.  FRONT  PANEL  INDICATORS 


QA058  2.0 


25-11 


AUG  1986 


1 


SYSTEM  MANAGEMENT  TRAINING  AID 


MODE 

FUNCTION 

OFF 

Power  supplies  are  turned  off ,  DC 
power  to  the  logic  and  blower/fan 
assembly  is  off.  However,  AC  power 
into  the  power  supplies  is  present. 

ENABLE 

The  ON  position.  Power  supply 
voltages  are  present  to  the  logic 
and  blower/fan  assembly. 

SECURE 

Same  as  the  ENABLE  position  except 
the  console  terminal  Halt-On-Break 
feature  and  the  HALT/RUN/RES  TART 
switch  are  disabled. 

STANDBY 

Power  is  supplied  to  the  memory  and 
blower/fan  assembly  but  other 
voltages  are  turned  off. 

The  keylock 
switch  used 
states. 

switch  is  a  four-position  rotary 
to  select  one  of  the  four  power 

TABLE  2.  KEYLOCK  POSITION  DESCRIPTIONS. 
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MODE 

FUNCTION 

HALT 

The  CPU  program  is  stopped  and  the 
incremented  content  of  the  program 
counter  is  displayed  on  the  console 
terminal . 

RUN 

Entering  RUN  from  RESTART  enables 
CPU  operation  to  run.  Entering  Run 
from  HALT  causes  the  processor  to 
remain  in  the  system  awaiting  a 
command  from  the  console  terminal. 

RESTART 

This  momentary  switch  position 
initiates  processor  execution  of 
bootstrap  program  instructions. 

The  HALT /RUN /RES TART  switch  functions  are 
enabled  only  when  the  keylock  switch  is  in  the 
ENABLEO  position. 


TABLE  3.  HALT/RUN/RESTART  SWITCH 
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GLOSSARY 


Software  Terms 


AM)  - 


Ad  Hoc  - 


A&S  - 


AQCESS  - 


Character 


CR  - 


Codes  - 


Admission  and  Disposition.  The 
AQCESS  subsystem  that  processes 
patient  Administration  informa¬ 
tion. 

Ad  Hoc  Report  Generator.  The 
AQCESS  subsystem  that  allows 
users  to  create  MTF-specific 
AQCESS  reports. 

Appointing  and  Scheduling.  The 
module  of  the  Outpatient 
Encounter  subsystem  of  AQCESS 
that  processes  outpatient 
booking  information. 

Automated  Quality  of  Care  Evalu¬ 
ation  Support  System. 

Any  letter,  number,  symbol,  or 
space  in  a  field. 

Clinical  Records.  The  AQCESS 
subsystem  that  processes  clini¬ 
cal  records  information. 

Characters  that  serve  as  abbre¬ 
viations  for  words.  For  exam¬ 
ple,  "S"  designates  a  marital 
status  of  single. 
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Software  Terms 
Computer  - 


Computer 
Hardware  - 

Computer 
Terminal  - 

CRT  - 

Cursor  - 

Oata  - 

Database  - 

Data  entry 
screen  - 

DEERS  - 


(continued) 


A  device  capable  of  accepting 
data  (input),  applying  pre¬ 
scribed  processes  (program)  to 
the  data,  and  supplying  the 
results  of  these  processes  as 
meaningful  information  (output). 

A  computer's  mechanical,  mag¬ 
netic,  electronics,  and  elec¬ 
trical  equipment. 

The  keyboard,  display  screen,  or 
printer  on  which  data  is  input 
or  output. 

Cathode  Ray  Tube.  The  screen  or 
displa>  unit  on  a  computer  ter¬ 
minal  that  resembles  a  televi¬ 
sion  screen. 

The  blinking  rectangle  on  the 
CRT  screen  that  marks  the  cur¬ 
rent  position  on  the  screen 
where  data  or  a  menu  selection 
can  be  entered. 

A  collection  of  facts  or  fig¬ 
ures. 

A  collection  of  data. 


A  screen  on  which  data  is  input. 

Defence  Enrollment  Eligibility 
Reporting  System.  A  system  that 
Patient  Administration  systems 


QA058  2.0 


A-2 


AUG  1986 


SYSTEM  MANAGEMENT  TRAINING  AID 


Software  Terms  (continued) 


Default  - 

DoD  - 
Down  - 

Edit  - 

Enter  - 

Field  - 

Input  - 

Keyboard  - 


can  interface  with  to  get  in¬ 
formation  about  an  individual's 
eligibility  for  care. 

A  selection  made  automatically 
by  the  system  when  no  explicit 
choice  is  specified  by  the  user. 

Department  of  Defense. 

The  condition  in  which  the  com¬ 
puter  is  not  operational. 

Computer  activities  that  check 
input  for  validity  and  consis¬ 
tency. 

The  process  by  which  information 
is  transmitted  to  the  computer 
through  a  terminal. 

An  area  of  the  screen  in  which 
you  can  enter,  or  which  dis¬ 
plays,  a  particular  type  of  in¬ 
formation  (e.g.,  the  NAME 
field. ) 

The  transfer  of  data  into  the 
computer.  Also,  the  data  to  be 
processed. 

The  collection  of  keys  attached 
to  the  CRT.  It  is  used  to  com¬ 
municate  data  to  the  computer. 
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Software  Terms 
Label  - 

Menu  Screen  - 

MTF  - 

MSA  - 

Numeric  - 

Online  - 

Output  - 

Password  - 


(continued) 


The  word  or  words  on  a  screen 
that  identifies  the  type  of  data 
that  is  entered  or  displayed  in 
a  field. 

A  screen  on  which  you  can  select 
from  a  list  of  processing  op¬ 
tions. 

Medical  treatment  Lability;  a 
military  hospital. 

Medical  Services  Accounting. 

The  AQCESS  subsystem  that 
automates  the  accounting 
process. 

Pertaining  to  a  character  set 
that  contains  numbers  only. 

A  piece  of  hardware  is 
considered  "online"  when  it  can 
be  used  to  send  information  to 
or  receive  information  from  the 
computer. 

Information  produced  by  a  compu¬ 
ter  in  a  readable  form  such  as  a 
printed  report  or  a  display 
screen. 

A  confidential  code  that  allows 
a  user  to  access  the  computer 
system.  Passwords  are  a  secur¬ 
ity  feature  that  allows  only  au¬ 
thorized  people  access  to  the 
system. 
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Software 
Printer  - 

QA  - 

Required 
F ield  - 

Screen  - 

Sign-on  - 

Software 

Submenu  - 

Up  - 


Terms  (continued) 


The  equipment  used  to  print  mes¬ 
sages,  forms,  labels,  and  re¬ 
ports. 

Quality  Assurance.  The  AQCESS 
subsystem  that  processes  quality 
assurance  information. 

A  field  on  a  screen  where  data 
must  be  entered. 

The  display  surface  of  a  termi¬ 
nal  or  the  information  on  the 
terminal. 

The  identification  process  that 
a  user  performs  to  begin  work 
with  a  computer  system.  In 
AQCESS,  sign-on  consists  of 
entering  a  user  ID  and  a  pass¬ 
word.  These  are  assigned  by  the 
System  Manager. 

A  set  of  computer  programs,  pro¬ 
cedures,  rules,  and  documenta¬ 
tion  recorded  in  the  computer's 
memory  which  operate  and  direct 
the  use  of  the  computer  hard¬ 
ware  . 

A  menu  displayed  on  the  bottom 
of  a  data  entry  screen,  listing 
the  processing  options  that  can 
be  performed  from  that  screen. 

The  condition  in  which  the  com¬ 
puter  is  operational. 
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Software 
Update  - 

User  - 


OA058  2 


Terms  (continued) 


To  change  data  after  it  has  been 
stored  in  the  system. 

A  person  who  uses  the  computer 
system  on  a  day-to-day  basis. 
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Hardware  Terms 

Abnormal 
Shutdown  - 

Background 
Job  - 

Block  - 

Boot  - 

Configuration  - 

Corrupted  - 


A  termination  of  computer  opera¬ 
tions  in  any  manner  other  than 
that  described  under  Normal 
Shutdown . 

A  job  that  operates  indepen¬ 
dently  of  other  processes  and 
does  not  prohibit  other  jobs 
from  being  active  (e.g., 
Caretaker,  print  requests). 

A  method  of  grouping  large 
amounts  of  data  for  quick  refer¬ 
ence.  A  block  is  usually  either 
free,  or  available  for  use  by 
the  computer,  or  it  is  allo¬ 
cated,  which  means  that  the  com¬ 
puter  has  promised  it  to  other 
data  for  use  and  it  cannot  be 
used. 

To  activate  the  system,  allowing 
all  processes  to  be  used. 

The  specific  hardware  layout  of 
your  system  (i.e.,  how  many  ter¬ 
minals,  where  they  are  located, 
etc. ) . 

Invalid,  contaminated,  incom¬ 
plete,  or  "bad"  data  that  will 
not  allow  AQCESS  to  operate 
properly. 
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Hardware  Terms 


CPU  - 


Device  - 


Device  Number 


Disk  - 


Global  - 


(continued) 


Central  Processing  Unit.  Part 
of  the  computer  that  controls 
all  operations  and  functions. 
This  term  is  sometimes  used  in 
this  Training  Aid  to  refer  to 
the  hardware  part  that  has  the 
halt/restart  button. 

Any  hardware  piece  that  can  be 
used  for  input  and/or  output 
(e.g.,  printer,  terminal). 

The  number  that  the  CPU  uses  to 
identify  a  device.  This  number 
is  based  on  the  port  number. 

You  can  determine  a  terminal's 
device  number  from  the  AQCESS 
Sign-On  Screen. 

The  medium  used  by  the  computer 
to  store  data.  Your  system  con¬ 
tains  a  system  disk,  which  is  a 
large,  rigid  disk  that  cannot  be 
removed.  It  contains  ail  infor¬ 
mation  used  by  the  CPU  while 
operating  AQCESS  (i.e.,  patient 
records,  MTF  profile,  etc.). 

Some  systems  also  have  small, 
removable  diskettes,  often 
called  floppy  disks,  but  you 
will  not  use  those, 

A  file  where  data  is  stored. 
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Hardware  Termsjcontinuedl 


Job  - 


Integrity  - 


Logical 

Structure 


Map  - 


Normal 
Shutdown  - 


Peripherals  - 


Port 


A  system  activity  or  process. 

Ihey computer  automatically 
signs  a  number  to  each  job 
order  to  keep  track  of  it. 

able . 

How  the  data  is  organized  in 
etch  global  (not  the  specific 

data  that  is  in  the  global). 

A  reference  area  that  tella  the 
A  rereieii  other  maps  and 

CPU  how  to  get  to  oinci  r  . 

data,  much  like  a  road  map  tella 

you  ihere  to  find  places  you 

want  to  go. 

raking  down  the  computer  using 
vhp  "SH"  option  on  the  op 
S'. a  console  menu,  according  to 
the  instructions  provided  in 

this  Training  Aid. 

novices  or  hardware  pieces  at- 
S^ed  to  the  CPU  (e;g;;  Prat¬ 
er,  terminal,  tape  drive). 

An  outlet  on  the  back  of  the 
machine  where  a  line  leading  to 
a  terminal  or  printer  can  be 
connected  or  plugged  in. 

A -9 
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Hardware  Terms 


Power  Down  - 


Power  Up  - 


Printhead  - 


Routine  - 


Shutdown  - 


Software 
Update  - 


Store  - 


(continued) 


To  turn  off  electricity  to  all 
hardware. 

To  turn  on  electricity  to  all 
hardware . 

A  moving  piece  on  the  printer 
used  to  print  letters  and 
numbers  on  paper  by  pressing 
these  characters,  at  very  high 
speed,  against  an  ink  ribbon. 

A  program,  or  set  of  instruc¬ 
tions,  that  tells  the  computer 
what  to  do. 

To  terminate  all  active  proc¬ 
esses  on  the  computer  and  dis¬ 
able  any  future  processes  until 
the  System  Manager  reactivates, 
or  boots,  the  system  from  the 
console . 

A  tape  that  contains  improve¬ 
ments,  corrections,  or  other 
updates  to  the  AQCESS  software 
used  at  your  MTF.  This  tape  is 
released  on  a  regular  basis  by 
NDC. 

To  save  information  in  the  com¬ 
puter  so  that  it  can  be  recalled 
later  when  needed.  The  usual 
process  for  saving  data  in 
AQCESS  is  to  press  Return  when 
the  cursor  is  at  ENTER  SELECTION 
at  the  bottom  of  the  screen. 
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AQCESS  SITE  SUPPORT  PROCEDURES 


AQCESS  Customer  Support  Group  recommends  that  the 
following  procedures  be  used  at  each  installation 
when  questions  or  problems  arise  regarding  the 
AQCESS  system. 

The  AQCESS  toll-free  telephone  customer  support 
number  is  800-368-3325,  or  local  Maryland  access 
301-258-9200.  This  access  number  should  be  used  by 
the  facility  point  of  contact  from  7:00  a.m.  until 
11:00  p.m.  EST,  Mondays  through  Thursdays  and  from 
7:00  a.m.  until  8:00  p.m.  Fridays. 

When  contacting  AQCESS  Customer  Service,  the  facil¬ 
ity  point  of  contact  should  identify  himself  or  her¬ 
self  to  the  operator  by  name,  give  the  facility 
name,  say  that  the  call  is  regarding  the  AQCESS  sys¬ 
tem,  and  give  a  telephone  number  that  the  customer 
service  representative  can  use  to  return  the  call  if 
necessary.  The  operator  will  route  the  telephone 
call  to  an  AQCESS  customer  service  representative 
who  will  log  the  call  and  assist  in  resolving  the 
problem. 

All  written  correspondence  should  be  mailed  to  the 
following  address: 

AQCESS  Customer  Support 

1300  Piccard  Drive,  Suite  101 

Rockville,  Maryland  20850 
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INTRODUCTION  TO  APPOINTING  AND  SCHEDULING 


This  Training  Aid  is  intended  to  provide  you 
with  the  basic  information  necessary  to  perform 
Appointing  and  Scheduling  functions  at  your 
facility.  Section  1  introduces  you  to  AQCESS  in 
general,  describing  many  of  the  features  common 
to  the  system  as  a  whole.  It  also  provides  an 
overview  of  the  functions  you  can  perform 
through  Appointing  and  Scheduling. 

The  Appointing  and  Scheduling  Module  enables  you 
to  perform  clinic  record-keeping  functions 
guickly  and  easily.  Using  this  module,  you  can 
register  patients,  book  appointments  in  the 
Health  Care  Provider's  (HCP)  schedule,  and  gen¬ 
erate  reports. 

The  Appointing  and  Scheduling  Module  is  menu 
driven.  The  functions  you  perform  are  listed  on 
the  menus  within  the  system,  and  are  designated 
by  a  letter  or  number.  You  enter  this  letter  or 
number  at  ENTER  SELECTION  on  the  menu  screen  to 
access  the  function  you  wish  to  perform.  If  the 
system  manager  has  not  assigned  a  function  to 
your  terminal,  an  'Invalid  Entry'  message  will 
be  displayed  at  the  bottom  of  the  screen. 


QA173  1.0 


1-1 


NOV  1986 


•w 


1 


APPOINTING  AND  SCHEDULING  TRAINING  AID 


For  each  function  shown  on  the  screen,  there  are 
areas  where  you  enter  data.  These  are  called 
fields.  The  field  names  appear  in  capital 
letters  throughout  this  training  aid. 

This  section  is  divided  into  subsections  de¬ 
scribing  separate  system  functions.  Each 
section  contains  a  description  of  the  function, 
screens  used  to  perform  the  function,  and  the 
step-by-atep  procedures  that  are  necessary  to 
complete  each  function. 

Sections  2  through  6  explain  the  input  process; 
Section  7  explains  the  available  reports  and  how 
to  reguest  them. 

In  the  step-by-step  procedures,  actions  you  take 
are  indicated  by  plain  type;  functions  performed 
by  the  system  appear  in  bold  type.  Boxed  USER 
HINTS  appear  when  extra  information  is  helpful. 
NOTES  emphasize  important  elements  of  the  proce¬ 
dure,  and  appear  at  the  end  of  each  section. 

Each  screen  is  also  provided  with  a  data  chart, 
which  defines  what  is  to  be  entered  in  each 
field  on  the  screen.  If  additional  help  is 
needed  to  complete  a  field,  position  the  cursor 
at  that  field  and  press  the  [Help]  key.  In¬ 
structions,  or  a  table  of  possible  entries,  will 
be  displayed  on  the  screen. 
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INTRODUCTION  TO  AQCESS 


AQCESS,  the  Automated  Quality  of  Care  Evaluation 
Support  System,  is  a  computerized  system  in¬ 
tended  to  support  quality  of  care  and  patient 
administration  processing.  This  system  has  six 
basic  objectives: 

1.  To  improve  the  quality  and  timeliness  of 
the  evaluation  of  health  care; 

2.  To  support  Patient  Administration  func¬ 
tions, 

3.  To  support  Clinical  Records  processing, 

4.  To  support  the  Medical  Services  Account¬ 
ing  Office, 

5.  To  support  Outpatient  Appointing  and 

Scheduling  Functions,  and 

6.  To  provide  Ad  Hoc  Reporting  capability. 

AQCESS  will  make  it  easier  for  MTF  personnel  to 
keep  and  process  accurate  data,  and  will  make 
that  data  available  to  system  users  who  need 

it.  Specifically,  AQCESS  can  help  MTF 
personnel  with  the  following  tasks: 

1.  Register,  admit,  and  disposition 
patients; 

2.  Keep  track  of  patients'  wards,  clinical 

services,  and  physician  assignments; 

3.  Track  patients  who  are  absent  from  the 

MTF; 
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4.  Complete  the  medical  record  and  prepare 
monthly  reporta  for  submission  to  higher 
command; 

5.  Maintain  figures  on  resource  use,  such  as 
bed  days; 

6.  Produce  forms  and  reports  for  individual 
patients  and  for  the  MTF  as  a  whole; 

7.  Monitor  quality  of  care  indicators,  and 
identify  occurrences  that  could  adversely 
affect  the  quality  of  health  care; 

8.  Identify,  document,  and  track  quality  of 
care  problems; 

9.  Maintain  provider  profile  and  clinical 
indicator  data; 

10.  Calculate  patient  charges  based  on  AA0 
data; 

11.  Support  automated  accounting  with  on-line 
payment  posting  and  one-time  charges 
posting; 

12.  Support  recording  of  Dining  Hall  monies 
and  reporting  of  Group  Meal  Sales; 

13.  Automatically  distribute  payments  to 
accounting  funds,  and  create  cash  collec¬ 
tion  vouchers; 

14.  Provide  automated  reporting  to  manage  the 
accounting  function; 
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15.  Provide  outpatient  clinics  with  a  method 
of  appointing  individual  patients  to  a 
specific  HCP  and  clinic;  and 

16.  Create  and  maintain  unique  AQCESS  re¬ 
ports. 


AQCESS  accomplishes  its  objectives  through  seven 
subsystems: 

1.  Admission  and  Disposition  (A&D), 

2.  Clinical  Records  (CR), 

3.  Quality  Assurance  (QA), 

4.  System  Management  (SM), 

5.  Medical  Services  Accounting  (MSA), 

6.  Ad  Hoc  Report  Generator  (Ad  Hoc),  and 

7.  Appointing  and  Scheduling  Module  of  the 
Outpatient  Encounter  Subsystem  (A&S). 

These  subsystems  are  made  up  of  functions  or 
processes,  as  shown  on  the  next  page. 
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AND 


ADMISSION  k  DISPOSITION  SUBSYSTEM 
Patient  Identification  (PTID) 
Registration 
Admission 
Transfer 
Disposition 
Correction  Management 
Bed  Management 
Inpatient  History 
Patient  Inguiry 
R/ADT  Reports 

CLINICAL  RECORDS  SUBSYSTEM 
Clinical  Records 
Clinical  Records  Reporta 

QUALITY  ASSURANCE  SUBSYSTEM 
Quality  Assurance 
Profiling 

SYSTEM  MANAGEMENT  SUBSYSTEM 
System  Management 

tCDICAL  SERVICES  ACCOUNTING 

SUBSYSTEM 
Cashier  Processing 
Medical  Services  Accounting 
MSA/Business  Office  Reports 

AD  HOC  REPORT  GENERATOR 

OUTPATIENT  ENCOUNTER  SUBSYSTEM 
Appointing  &  Scheduling  Module 


FIGURE  1.1  AQCESS  SUBSYSTEMS  AND  FUNCTIONS 
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Training 
Yourself 
to  Use 
AQCESS 


The  following  sections  give  you  an 
overview  of  the  various  features  of 
using  AQCESS.  For  more  detailed 
information,  you  can  consult  the 
A&D,  Clinical  Records,  Quality 
Assurance,  Medical  Services  Ac¬ 
counting,  and  Ad  Hoc  Report 
Generator  Training  Aids,  'and  the 
AQCESS  online  Tutorial.  The 
Tutorial  consists  of  lessons  on  how 
to  use  the  system.  It  also  allows 
you  to  use  the  system  in  the  train¬ 
ing  mode  to  see  how  AQCESS  oper¬ 
ates,  without  interfering  with 
"real"  MTF  data. 


USING  AQCESS 

What  makes  AQCESS  run  .  is  the  data  you  enter  into 
it.  You  enter  and  update  data  on  the  system  by 
means  of  a  DEC  terminal,  which  consists  of  a 
keyboard  that  looks  like  a  sophisticated  type¬ 
writer  keyboard,  and  a  Cathode  Ray  Tube  Screen 
(CRT)  that  resembles  a  television  screen. 

The  Key-  You  use  the  keyboard  to  type  in 
board  data  that  will  go  into  the  system. 

In  addition  to  the  letter  and  num¬ 
ber  keys,  this  keyboard  has  other 
keys  that  you  use  to  communicate 
with  the  computer  about  the  data 
you  type  in.  The  chart  on  the  fol¬ 
lowing  pages  summarizes  how  these 
key  functions  are  used.  For  more 
information,  see  the  AQCESS  Tutor¬ 
ial,  Lesson  2. 
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Name  & 
Symbol 

Uaed 

With 

When  You  Prea8  thia  Key: 

Return 

Cursor  moves  from  field  to 
field.  Used  at  the  end  of  a 
screen,  Return  transmits  the 
data  entered  to  the  system  for 
storage. 

Shift 

Many 

Key8 

The  top  character  of  a  two- 
character  key  is  entered,  as 
on  a  standard  typewriter. 

Help 

The  screen  displays  informa¬ 
tion  about  the  data  field  you 
are  in,  such  as  length,  type, 
and  format  of  the  data  you  can 
enter.  Also  displays  codes 
that  can  be  entered  in  that 
field. 

Explain 

Error 

The  screen  displays  a  detailed 
explanation  of  the  error  mes¬ 
sage  that  ia  being  displayed. 

Back-up 

Cursor  moves  back  one  field  at 
a  time.  Cursor  must  be  at  the 
first  character  of  the  field 
when  you  press  Back-up.  This 
key  will  not  work  if  you  are 
at  the  first  field  on  the 
screen. 

Entry 

Done 

Cursor  skips  the  remaining 
fields  on  the  screen  and  moves 
to  the  bottom  of  the  screen. 

SPECIAL 

FUNCTION  KEYS  (page  1) 
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Name  & 
Symbol 

Used 

With 

When  You  Press  this  Key: 

ALL 

Cursor  moves  from  bottom  of 
screen  to  the  first  accessible 
field  on  the  screen;  you  can 
then  access  any  updateable 
field  on  the  screen  and  enter 
data. 

Delete 

DEL 

Cursor  backs  up  one  space  and 
deletes  whatever  letter  occu¬ 
pied  that  space.  Used  to  de¬ 
lete  typographical  errors  that 
were  just  entered. 

Clear 

Data 

All  the  data  entered  in  a 
field  is  erased.  Cursor  must 
be  at  first  character  in  a 
field  when  this  key  is 

pressed. 

Cancel 

The  system  abandons  what  you 
have  entered  on  the  screen  and 
none  of  the  data  is  stored  on 
the  system.  You  return  to  the 
previous  processing  function 
or  screen. 

CTRL 

P 

The  screen  being  displayed  is 
printed  at  the  printer  asso¬ 
ciated  with  your  terminal. 

SPECIAL  FUNCTION  KEYS  (page  2) 
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The  Screen  A  screen  is  a  display  that  appears 
on  your  CRT  in  a  certain  format. 
An  area  of  the  screen  where  data 
can  be  entered  is  called  a  field. 
The  cursor  is  a  blinking  rectangle 
that  shows  you  where  the  first 
character  of  data  will  be  typed. 

There  are  two  types  of  screens: 
menu  screens  and  data  entry 
screens.  Menu  screens  list  func¬ 
tions  you  can  perform  and  allow  you 
to  choose  a  function  by  entering 
the  letter  or  number  representing 
it  in  a  selection  field. 

Data  entry  screens  are  arrangements 
of  fields  in  which  you  can  enter 
data.  The  lower  portion  of  most 
data  entry  screens  contains  a  sub¬ 
menu,  listing  functions  you  can 
perform  at  this  screen. 

A  screen  segment  is  a  group  of  re¬ 
lated  data  fields  that  can  replace 
part  of  a  data  entry  screen.  The 
area  in  which  alternate  screen 
segments  can  be  displayed  is  called 
a  screen  window. 

Some  fields  on  screens  are  re¬ 
quired,  meaning  that  you  must  enter 
data  in  them.  If  data  is  not  en¬ 
tered  in  a  required  field,  an  error 
message  will  be  displayed.  On  the 
other  hand,  some  fields  cannot  be 
used  because  they  do  not  apply  to 
your  military  department;  you  will 
not  be  able  to  access  these  fields. 
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Entering 

Data 


Examples  of  AQCESS  screens  appear 
throughout  this  Training  Aid, 
illustrating  the  Appointing  and 
Scheduling  functions. 


Usually,  the  first  time  you  access 
a  screen,  the  cursor  will  be  posi¬ 
tioned  at  the  first  field  where  you 
can  enter  data.  You  must  begin 
your  entry  at  the  first  character 
in  the  field. 

You  can  update,  or  change  data  on  a 
screen  by  typing  over  it.  There 
are  two  ways  to  move  the  cursor  to 
a  field  you  wish  to  update:  (1)  you 
can  type  the  label  of  that  field  or 
part  of  the  label  at  ENTER  SELEC¬ 
TION,  and  press  Return.  When  you 
have  finished  entering  the  update, 
the  cursor  will  return  to  ENTER 
SELECTION}  or  (2)  you  can  type  ALL 
to  go  to  each  field  on  the  screen. 
The  cursor  will  return  to  ENTER 
SELECTION  after  the  last  field  on 
the  screen. 

When  you  have  finished  an  initial 
data  entry  or  an  update,  the  cursor 
will  be  at  ENTER  SELECTION.  To 
store  the  data  you  have  just  en¬ 
tered,  press  Return.  No  data  is 
actually  stored  on  the  system  until 
you  do  this. 
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Errors  and 
Edits 


Validity 

Edits 


AQCESS  checks  data  as  you  enter  it. 
This  checking  process  is  called 
editing.  There  are  two  types  of 
edits:  validity  and  consistency 

editing. 

Validity  edits  are  performed  as  you 
enter  data  in  each  field.  They 
check  to  see  whether  the  data  you 
enter  fits  the  parameters  set  up 
for  the  individual  field.  For 
example,  if  you  enter  a  date  of 
March  35th  or  a  Social  Security 
Number  such  as  123-AB-4566,  valid¬ 
ity  edits  will  detect  this  as  an 
error. 

For  some  fields  there  is  a  list  of 
the  codes  that  can  be  entered  (this 
list  is  called  a  system  table). 
Validity  edits  determine  whether 
the  code  you  entered  exists  on  the 
table  or  not. 

When  you  enter  invalid  data,  a  beep 
sounds  and  an  error  message,  such 
as  INVALID  ENTRY,  appears  at  the 
bottom  of  the  screen,  along  with  a 
description  of  the  kind  of  data  or 
a  list  of  codes  that  can  be  en¬ 
tered.  The  cursor  goes  to  the 
beginning  of  the  incorrect  field, 
end  you  must  enter  valid  data  be¬ 
fore  you  can  go  on.  (You  can  press 
Return,  and  that  field  will  redis¬ 
play  what  it  contained  before, 
either  previous  data  or  a  blank.) 
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Consistency  Consistency  edit9  are  performed 

Edits  after  you  have  completed  data  entry 

on  an  entire  screen.  Consistency 
edits  check  whether  relationships 
between  data  entered  in  different 
fields  are  correct.  Data  entered 
in  one  field  may  be  incompatible 
with  data  entered  in  another  field 
on  the  screen;  for  example,  if  you 
had  indicated  in  one  field  that  a 
patient  is  active  duty  and  in  an¬ 
other  field  that  the  patient  is  12 
years  old.  Consistency  edits  would 
detect  this  as  an  error. 

When  a  consistency  error  is  found, 
an  error  message  is  displayed  and 
the  cursor  moves  to  the  first  field 
in  the  inconsistent  relationship. 
If  you  press  Return,  the  cursor 
will  go  to  the  next  field  involved 
in  the  error.  You  can  change  any 
of  the  fields  involved.  When  the 
error  is  corrected,  the  cursor 
returns  to  ENTER  SELECTION. 

Warnings  A  consistency  error  usually  must  be 
corrected  before  you  can  go  on. 
However,  occasionally  you  are  given 
a  warning  of  a  condition  that  may 
or  may  not  be  inconsistent.  Warn¬ 
ing  error  messages  are  followed  by 
the  question,  OVERRIDE?  To  over¬ 
ride  the  message  and  indicate  that 
this  data  is  actually  correct, 
enter  Y. 
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AQCESS 


System 

Security 


AQCESS  can  not  only  edit  and  store 
data,  making -it  available  to  those 
who  need  it,  but  can  also  manipu¬ 
late  data.  AQCESS  can  select  and 
format  data,  and  can  print  the  data 
in  the  form  of  reports  for  use  in 
your  HTF  and  for  submission  to 
higher  command.  This  will  elimi¬ 
nate  the  hours  of  work  involved  in 
manually  preparing  reports.  And 
since  production  ia  faster,  reports 
can  be  more  timely  and  more  useful 
to  HTF  staff. 

Because  AQCESS  processes  highly 
sensitive  data  on  patient  care,  a 
number  of  provisions  have  been 
designed  to  protect  the  security  of 
the  system.  Among  these  features 
are  the  following: 

1.  Each  user  is  assigned  a  private 
user  10  and  password,  which  are 
used  to  gain  access  to  the  sys¬ 
tem.  Associated  with  each  user 
ID  and  password  are  the  system 
capabilities  this  user  is  au¬ 
thorized  to  perform.  Also 
associated  with  each  user  ID 
and  password  are  the  clinic 
capabilities  this  user  is  au¬ 
thorized  to  book  into,  view 
only,  or  neither  book  nor  view. 

2.  Screens  time  out,  or  are  erased 
from  the  CRT,  if  no  data  is  en¬ 
tered  or  no  function  key  is 
pressed  within  a  specified 
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length  of  time.  This  prevents 
unattended  terminals  from  being 
accessed  by  unauthorized  per¬ 
sonnel  . 

3.  The  capabilities  that  can  be 
performed  at  each  terminal  are 
also  designated. 

4.  Some  reports  are  defined  as 
"secure"  reports  and  may  only 
be  printed  on  the  primary 
printer  for  the  report. 
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FIGURE  1.2  MAILBOX  MESSAGE  SCREEN 
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THE  NAIL60X  FUNCTION 


ACCESS  The  Mailbox  function  ia  accessed  by 

entering  MX  on  the  User  Entry  Menu. 


PURPOSE  The  Mailbox  function  enables  you  to 
send  'mail*  to  other  users.  Mes¬ 
sages  can  be  viewed  on  the  screen 
or  printed  on  paper,  acknowledged 
(returned  to  sender  with  or  without 
notation),  and  deleted. 


DESCRIPTION  The  Mailbox  function  is  comprised 
of  two  screens:  the  Mailbox  Message 
Screen  and  the  Mailbox  Candidate 
Message  Screen.  The  Mailbox  Mes¬ 
sage  Screen  1b  used  to  send, 
acknowledge,  or  delete  a  message. 
The  Mailbox  Candidate  Message 
Screen  is  used  to  select  e  particu¬ 
lar  message  from  a  group  of  mes¬ 
sages  for  viewing. 

OPTIONS  On  the  Mailbox  Message  Screens 

1  -  DELETE  MESSAGE  enables  you  to 

delete  a  message  from  your 
mailbox. 

2  -  ACKNOWLEDGE  MESSAGE  enables  you 

to  communicate  to  a  sender  that 
you  have  receive  his  or  her 
message . 
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3  -  ACKNOWLEDGE/DELETE  MESSAGE  en¬ 
ables  you  to  acknowledge  a  mes¬ 
sage  and  to  delete  it  from  your 
mailbox. 

On  the  Mailbox  Candidate  Message 

Screen: 

S  -  SEND  A  MESSAGE  enables  you  to 
send  a  new  message.  This  op¬ 
tion  is  used  to  access  a  blank 
Mailbox  Message  Screen. 
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1.1  To  Send  a  Message 


1.  Enter  'MX'  on  the  User  Entry  Menu  Screen. 
Press  [Return]. 

The  Mailbox  Menu  Screen  is  displayed.  The 
FROM  field  defaults  to  your  User  ID.  The 
DATE/TI1C  OF  MESSAGE  field  defaults  to  the 
current  date  and  time.  The  cursor  is  at  the 
TO  field. 

2.  Enter  the  User  ID  of  the  individual  who 

should  receive  your  message.  Press 

[Return]. 

The  cursor  Moves  to  MESSAGE  SlfflARY. 

3.  Enter  a  short  description  of  the  message. 
Press  [Return]. 

The  cursor  Moves  to  the  first  character 
position  of  the  Message  box. 

4.  Enter  the  message.  Press  [Entry  Done] 
when  the  message  is  complete. 

The  cursor  Moves  to  ENTER  SELECTION. 

5.  Press  [Return]  to  send  the  message  to  the 
receiver. 

The  User  Entry  Menu  Screen  is  displayed. 
The  curaor  is  at  ENTER  SELECTION. 


QA173  1.0 


1-19 


NOV  1986 


APPOINTING 


SCHEDULING  TRAINING  AID 


AND 


FIGURE  1.3  MAILBOX  CANDIDATE  tCSSAGE  SCREEN 
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1.2  To  View  a  Message 

If  you  have  a  message  in  your  mailbox,  the 
system  will  display  the  following  at  the 
bottom  of  the  User  Entry  Menu  Screen:  MAIL¬ 
BOX  MESSAGES  WAITING  -  ENTER  MX  FOR  MAILBOX 
FUNCTION. 

1.  Enter  ‘MX'  at  ENTER  SELECTION.  Press 
[Return]. 

The  Mailbox  Candidate  Messages  Scrden  is 
displayed.  The  cursor  is  st  ENTER 
SELECTION. 

2.  Enter  the  number  identifying  the  message 
you  wish  to  view.  Press  [Return]. 

The  selected  Mailbox  Message  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 

NOTE:  Only  10  messages  can  be  listed  on  the 
Mailbox  Candidate  Messages  Screen  at  one 
time.  If  you  have  accumulated  10  mes¬ 
sages,  the  system  will  not  allow  you  to 
send  mail.  You  must  delete  stored  mes¬ 
sages  to  reinstate  the  capability.  Mes¬ 
sages  that  you  wish  to  save  can  be  print¬ 
ed  using  the  CTRL  P  function  at  ENTER 
SELECTION. 

1.3  To  Delete  a  Message 

The  selected  Mailbox  Message  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 
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1.  Enter  T  at  ENTER  SELECTION.  Press 
[Return]. 

The  message  is  deleted.  The  User  Entry  Menu 
is  displayed. 


1.4  To  Acknowledge  a  Message; 

If  you  wish  to  send  an  acknowledgment  message 
back  to  the  sender: 

The  selected  Mailbox  Message  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 

1.  Enter  ALL.  Press  [Return]. 

The  cursor  moves  to  the  TO  field. 

2.  Press  [Return]  until  you  move  the  cursor 
into  the  message  box.  Enter  the  message. 
Press  [Entry  Done]  when  the  message  is 
complete. 

The  cursor  moves  to  ENTER  SELECTION. 

3.  Enter  '2'  at  ENTER  SELECTION.  Press 
[Return]. 

NOTE:  If  you  wish  to  acknowledge  the  message 
and  also  delete  it  from  your  mailbox, 
enter  '3'  at  ENTER  SELECTION. 

The  system  will  send  the  acknowledgment  mes¬ 
sage  to  the  sender.  The  User  Entry  Menu 
Screen  is  displayed.  The  cursor  is  at  ENTER 
SELECTION. 
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If  you  wish  to  acknowledge  receipt  of  a  message, 
but  you  do  not  want  to  send  a  new  message  back 
to  the  original  sender: 

The  selected  Mailbox  Message  Screen  is  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 

1.  Enter  '2'  at  ENTER  SELECTION.  Press 
[Return]. 

NOTE:  If  you  wish  to  acknowledge  the  message 
and  also  delete  it  from  your  mailbox, 
enter  '3'  at  ENTER  SELECTION. 

The  system  will  send  an  acknowledgment  to 
the  sender.  The  User  Entry  Menu  Screen  is 
displayed.  The  cursor  is  at  ENTER  SELEC¬ 
TION. 
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2.  IDENTIFYING  AND  REGISTERING  PATIENTS 

IDENTIFYING  PATIENTS 


The  Patient  Identification  (PTID)  Screen  is  the 
fir8t  screen  displayed  in  several  Appointing  and 
Scheduling  functions.  It  allows  you  to  locate 
an  existing  patient  record,  or  to  begin  the  pro¬ 
cess  of  registering  a -new  patient. 

On  the  PTID  Screen,  enter  data  items  that  iden¬ 
tify  the  patient:  Name,  Social  Security  Number, 
Family  Member  Prefix,  Date  of  Birth,  and  Sex. 
The  system  will  perform  a  search  for  that  pa¬ 
tient's  registration  information  based  on  the 
data  you  have  entered,  even  if  this  data  is  in¬ 
complete.  Entering  the  patient's  5ocial  Secu¬ 
rity  Number  or  a  part  of  the  name  is  sufficient 
to  initiate  the  search. 

If  the  patient  is  registered  in  the  system  his 
or  her  name  will  appear  on  the  Outpatient 
Candidate  List  Screen.  If  the  patient  is  not 
registered  (i.e.,  he  or  she  is  a  new  patient), 
completing  the  PTID  Screen  is  the  first  step 
reguired.  The  system  will  display  a  message 
that  the  patient  described  on  the  PTID  Screen  is 
not  registered.  You  will  then  indicate  that  he 
or  she  is  a  new  patient,  and  begin  registration 
on  the  Outpatient  Registration  Screen. 

The  PTID  Screen  is  also  used  by  the  system  to 
locate  patient  records  when  performing  the 
following  functions:  Book  Appointments,  Cancel 
Appointments,  Scan  Appointments,  and  Register 
Walk-Ins. 
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DATA  CHART 

PATIENT 

NAME. 


FMP. 

SSN. 
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Name  of  the  patient,  in  the  fol¬ 
lowing  format:  last  name  followed 
by  a  comma,  followed  immediately  by 
first  name.  First  name  can  be  fol¬ 
lowed  by  a  space  and  a  middle  ini¬ 
tial  or  middle  name,  and/or  a  space 
and  a  title.  Punctuation:  only 
hyphena  or  apostrophes  in  last 
name8|  only  hyphens  in  first  and 
middle  namea.  Required  field  only 
when  registering  a  new  patient. 

Patient's  Family  Member  Prefix.  An 
FMP  of  20  means  that  the  patient  is 
a  sponsor.  If  the  patient  is  not  a 
sponsor,  the  FMP  indicates  the  re¬ 
lationship  of  the  patient  to  the 
sponsor.  Required  field  only  when 
registering  a  new  patient. 

Social  Security  Number  of  sponsor. 
Required  field  only  when  register¬ 
ing  a  new  patient. 


2-3 


NOV  1986 


APPOINTING  AND  SCHEDULING  TRAINING  AID 


2.1  To  Record  Patient  Identification 
Infonmtion 


1.  When  the  PTID  Screen  is  displayed,  enter  the 
patient's  last  name,  cornea,  first  naee, 
space,  and  Middle  initial.  Press  [Return]. 

The  cursor  Moves  to  FAMILY  MMBER  PREFIX 
(FMP). 

2.  Enter  the  FMP  code  for  the  new  patient. 

The  cursor  Moves  to  SPONSOR'S  SOCIAL 
SECURITY  NUMBER  (SSN). 

3.  Enter  the  sponsor's  SSN.  Spaces  or  hyphens 
are  not  required  but  May  be  entered.  Press 
[Return] . 

The  SSN  is  rediapleyed  with  hyphens.  The 
cursor  novea  to  DATE  OF  BIRTH. 

4.  Enter  the  patient's  date  of  birth  in  a 
nuMeric  format.  Press  [Return]. 

The  date  of  birth  is  rediapleyed  ED  MM  YY. 
The  cursor  Moves  to  SEX. 

5.  Enter  the  code  representing  the  patient's 
sex. 

The  cursor  novae  to  SELECTION. 

6.  Enter  'N'  to  create  the  new  patient  record. 
Press  [Return]. 

The  syatea  checks  whether  any  sinilar  re¬ 
cords  already  exist.  Two  situations  are 
possible. 
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A.  A  similar  record  may  exist  For  this  pa¬ 
tient. 

If  a  person  with  the  same  last  name,  same 
first  four  letters  of  the  first  name,  same 
SSN,  and  a  different  FMP  has  been  regis¬ 
tered,  a  Candidate  List  Screen  will  appear 
listing  this  person. 

You  can  check  the  Candidate  List  data  to  see 
if  this  is  really  the  same  patient  for  whom 
you  just  entered  PTID  data. 

If  the  data  appear  to  be  the  same,  you  can 
access  the  existing  record  through  the 
Candidate  List  Screen. 

If  the  patient  on  the  Candidate  List  is  not 
the  same  as  the  one  you  wish  to  register, 
press  [Return]  to  view  the  PTID  Screen. 

B.  No  similar  records  exist. 

The  Outpatient  Registration  Screen  is  dis¬ 
played.  If  the  patient  is  a  dependent  of  a 
registered  sponsor,  the  sponsor's  informa¬ 
tion  is  displayed  by  the  system.  The  cursor 
is  at  PATIENT:  ADDRESS.  Complete  the  screen 
following  the  procedures  in  2.5,  To  Regis¬ 
ter  a  New  Patient. 


2.2  To  Locate  a  Record  By  FMP /SSN 

1.  When  the  PTID  Screen  is  displsyed,  press 
[Return]  to  move  the  cursor  to  FMP. 

The  cursor  moves  to  FMP. 
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2.  Enter  the  patient's  FHP. 

The  cursor  automatically  moves  to  SSN. 

3.  Enter  the  sponsor's  SSN.  Press  [Return]. 

The  cursor  moves  to  DATE  OF  BIRTH. 

4.  Press  the  [Entry  Done]  key  to  move  the  cur¬ 
sor  to  SELECTION.  Do  not  type  'N*. 

5.  Press  [Return]  to  initiste  the  search  for 
this  patient's  previous  record. 

The  system  locates  the  patient's  record  by 
the  aponeor '  a  SSN  and  then  by  the  FMP.  The 
Outpatient  Registration  Screen  is  dis¬ 
played. 


2.3  To  Locate  e  Patient  Record  By  SSN 

1.  When  the  PTID  Screen  is  displayed,  press 
[Return]  to  move  the  cursor  to  SSN. 

The  cursor  moves  to  SSN. 

2.  Enter  the  Sponsor's  SSN.  Press  [Return]. 

The  cursor  moves  to  DATE  OF  BIRTH. 

3.  Press  [Entry  Done]  to  move  the  cursor  to 
SELECTION. 
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4.  Press  [Return]  at  SELECTION  to  search. 

The  Candidate  List  Screen  is  displayed.  The 
system  locates  all  records  with  the  speci¬ 
fied  SSN  (i.e.y  .all  family  ambers).  The 
cursor  ia  at  ENTER  SELECTION. 

5.  Enter  the  number  to  the  left  of  the  name  of 
the  family  member  whose  registration  record 
you  wish  to  process.  Press  [Return]. 


2. A  To  Locate  a  Patient  Record  by  Name 

1.  When  the  PTID  Screen  is  displayed,  enter  the 
patient's  name  or  partial  name  at  PATIENT 
NAME.  Press  [Return]. 

The  cursor  moves  to  FMP. 

2.  Press  [Entry  Done]  to  move  the  cursor  to 
SELECTION. 

The  cursor  moves  to  SELECTION. 

3.  Press  [Return]  to  search. 

The  Outpatient  Candidate  List  Screen  is  dis¬ 
played.  All  patients  having  names  that 
match  the  spelling  you  entered  will  be  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 


USER  HINT:  If  the  Candidate  List  Screen 
occupies  more  than  one  page,  the  system  will 
display  ""CONTINUED*  at  the  bottom  of  the 
list.  Enter  'N'  to  display  the  next  page. 
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4.  Enter  the  number  to  the  left  of  the  name  of 
the  patient  whose  registration  record  you 
wish  to  process.  Press  [Return]. 

NOTES: 

1.  You  can  locate  a  patient's  record  directly 
by  sponsor  SSN  and  the  patient's  FMP. 

2.  You  can  search  for  a  record  by  entering  the 
patient '8  partial  name  or  SSN. 

3.  More  specific,  information  listed  on  the  PTID 
Screen  Hill  result  in  fewer  names  being 
shown  on  the  Candidate  List  Screen. 

4.  You  cannot  update  registration  information 
using  the  PTID  Screen.  To  correct  PTID 
information,  use  the  Outpatient  Registration 
Screen. 

3.  Patient  identification  information  entered 
on  the  PTID  Screen  ia  not  stored  until 
registration  ia  complete.  Therefore,  if  you 
cancel  out  of  the  Outpatient  Registration 
Screen  before  completing  the  information  and 
storing  it,  no  patient  record  will  exist  for 
that  patient. 

6.  The  PTID  Screen  ia  used  to  create  patient 
registration  records  or  locate  those  that 
already  exist.  The  Outpatient  Registration 
Screen  follows  the  PTID  Screen. 
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OUTPATIENT  REGISTRATION 


The  Outpatient  Registration  function  allows  you 
to  store  and  edit  patient  registration,  informa¬ 
tion.  The  Outpatient  Registration  Screen  is  a 
record  of  patient  information,  including  demo¬ 
graphics,  military  affiliation,  and  sponsor's 
address. 

This  Screen  can  be  accessed  by  selecting  'E' 
(Outpatient  Registration)  or  'B'  (Book  Appoint¬ 
ments)  from  the  Appointing  and  Scheduling  Main 
Menu.  Selection  'E*  allows  you  to  register  a 
patient  or  edit  a  registration  without  per¬ 
forming  other  system  functions.  Selection  'B' 
allows  you  to  perform  these  functions  before 
booking  an  appointment  for  that  patient. 

Whether  you  choose  'E'  or  'B',  access  the  Out¬ 
patient  Registration  Screen  by  completing  the 
PTID  Screen. 
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FIGURE  2.2  OUTPATIENT  REGISTRATION  SCREEN 
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DATA  CHART 

PATIENT 

ADORESS. 

ZIP  CODE. 

CITY. 

STATE. 

HOME  PHONE. 

WORK  PHONE. 


OUTPATIENT  REGISTRATION  SCREEN 


Street  name  and  number,  and  apart¬ 
ment  number,  of  patient’s  home 
address.  28  characters. 

The  patient's  zip  code.  If  user 
enters  a  zip  code  that  is  on  the 
MTF'8  zip  code  table,  the  CITY  and 
STATE  fields  will  default  to  the 
city  and  state  associated  with  that 
zip  code  on  the  table.  9  spaces 
available. 

The  city  in  which  the  patient 
lives.  20  characters. 

2-lette'r  abbreviation  for  the  state 
in  which  the  patient  lives. 

Patient's  home  telephone  number: 
area  code  first,  followed  by  7- 
digit  number,  with  5-digit  exten¬ 
sion,  if  any.  7-19  characters. 

Patient' 8  business  or  day  telephone 
number:  area  code,  followed  by  7- 
digit  number  with  5-digit  exten¬ 
sion,  if  any.  Can  include  Autovon 
number  for  military  patients.  7-19 
characters.  (One  number  -  home  or 
work  phone  -  is  required.) 
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PATIENT 

CATEGORY. 


SEX. 

REMARKS. 


SPONSOR  DATA 

SPONSOR 

NAME. 


UNIT/SHIP 

ID. 

run 

INTEREST. 


MEDICAL 

RECORDS. 


Code  indicating  the  service  affili¬ 
ation  and  the  classification  that 
authorizes  care.  3  characters. 
Required  field. 

Patient's  sex.  1  character. 

User  can  enter  up  to  70  characters 
of  free-text  remarks  about  the  reg¬ 
istration  in  this  field. 


SEGMENT 

Name  of  the  patient's  military 
sponsor.  If  the  patient  is  a  spon¬ 
sor  (i.e.,  the  FMP  is  20) ,  this 
field  Mill  default  to  the  patient's 
name.  27  spaces  available.  Re¬ 
quired  field. 

The  unit *8  ID.  5-9  digits. 


Code  indicating  a  special  category 
or  type  of  patient.  Up  to  three 
3-character  codes  can  be  entered. 

Up  to  8  Medical  Record  Locations 
are  displayed  here.  Enter  a  3- 
character  location  beside  each 
type.  One  location  required. 
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2.5  To  Register  a  New  Patient 


1.  Access  the  Outpatient  Registrstion  by  selec¬ 
ting  'E'  or  'B'  from  the  Appointing  and 
Scheduling  Main  Menu  (B  -  Booking  Appoint¬ 
ments  -  allows  you  to  book  an  appointment 
for  the  patient  after  registering  the 
patient). 

The  PTID  Screen  is  displayed,  with  the  cur¬ 
sor  at  NAME. 

2.  Complete  the  PTID  Screen.  See  Section  2.1, 
To  Record  Patient  Identification  Informa¬ 
tion. 

The  Outpatient  Registration  Screen  is  dis¬ 
played,  with  the  cursor  at  ADORESS. 

3.  Enter  .the  patient's  street  address  and  press 
[Return]. 

The  cursor  moves  to  ZIP  CODE. 

4.  Enter  the  patient's  ZIP  code  and  press 
[Return], 

NOTE:  When  you  enter  s  rip  code  thst  is  in  the 
system  table,  the  name  of  the  city  and 
state  are  filled  in  automatically. 

The  cursor  moves  to  CITY. 

5.  Press  [Return]  to  accept  the  city  name  that 
was  defaulted  by  the  ZIP  code,  or  enter  the 
name  of  the  city  in  which  the  patient  re¬ 
sides.  Press  [Return], 
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The  cursor  moves  to  STATE. 

6. *  Press  [Return]  to  accept  the  Stste  name 

thst  was  defaulted  by  the  ZIP  code,  or  enter 
the  postal  abbreviation  for  the  State  in 
which  the  patient  resides.  Press  [Return]. 

The  cursor  eoves  to  PHONE x  HOME. 

7.  Enter  the  patient's  home  telephone  number, 
including  the  area  code,  and  press 
[Return].  If  you  do  not  specify  the  area 
code,  the  system  will  enter  the  area  code  of 
your  MTF.  Parentheses  and  hyphens  are  not 
needed;  the  system  will  insert  them  after 
you  press  [Return]. 

The  system  reformats  the  phone  number  and 
the  cursor  moves  one  apace  to  the  right. 

8.  Enter  my  applicable  extension  number  for 
the  home  phone  number.  Press  [Return]. 

NOTEt  Either  the  home  phone  or  the  work  phone 
must  be  entered. 

The  cursor  moves  to  CATEGORY. 

9.  Enter  the  patient  category  of  the  patient. 
The  cursor  moves  to  SEX. 

10.  This  information  is  defaulted  from  the  PTID 
screen,  but  can  be  changed  if  necessary. 
Enter  any  change. 

The  cursor  moves  to  NORK. 
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11.  Enter  the  patient's  work  phone  number,  in¬ 
cluding  the  area  code.  Press  [Return]. 
Parentheses  and  hyphens  are  not  needed;  the 
system  will  insert  them  after  you  press 
[Return]. 

The  system  reformats  the  phone  number  and 
the  cursor  moves  one  space  to  the  right. 

12.  Enter  any  applicable  extension  number  for 
the  work  phone  number.  Press  [Return], 

The  cursor  moves  to  REMARKS. 

13.  Enter  any  remarks  associated  with  this  pa¬ 
tient.  Up  to  70  characters  are  allowed. 
Press  [Return]. 

The  cursor  moves  to  SPONSOR  NAME. 

14.  Enter  the  name  of  the  patient's  sponsor. 
Press  [Return]. 

NOTEs  If  the  patient  is  the  sponsor,  this  field 
will  default  to  the  name  of  the  patient. 
If  another  family  member  has  been  regis¬ 
tered  previously,  this  field  will  default 
from  that  record. 

The  cursor  moves  to  SPONSOR  UNIT  ID/SHIP. 

15.  Enter  the  sponsor's  unit  ID  or  ship  ID. 
Press  [Return], 

The  cursor  moves  to  CMD  INTEREST. 
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16.  Enter  the  code  representing  eny  speciel  com¬ 
mend  interest  for  this  patient.  The  cursor 
moves  automatically  to  allow  you  to  enter 
two  additional  command  codes. 

The  cursor  moves  to  the  first  medical  record 
type. 

17.  Enter  the  location  of  the  first  medical 
record  type.  Prees  [Return]  to  move  the 
cursor  to  each  additional  record  type. 

NOTE:  At  least  one  record  location  must  be 
entered  for  a  new  patient. 

18.  Press  [Return]  or  [Entry  Done]  to  move  the 
cursor  to  ENTER  SELECTION. 

The  cursor  is  at  ENTER  SELECTION. 

19.  Press  [Return]  to  store  the  data. 

If  two  or  more  data  itesm  are  inconsistent, 
a  consistency  error  message  is  displayed. 
The  cursor  moves  to  the  first  of  the  incon¬ 
sistent  fields. 

20.  Press  [Explain  Error]  for  details  about  the 
error. 

21.  Correct  the  item  if  this  field  is  wrong. 

Press  [Return]  to  move  the  cursor  to  the 
next  inconsistent  field(s).  Correct  the 
data  as  necessary. 
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NOTE:  The  cursor  continues  to  move  to  each 
field  involved  in  the  consistency  error 
until  one  of  the  data  items  is  changed. 
The  system  then  checks  the  consistency  of 
the  new  data. 

When  all  the  errors  are  corrected,  the  cur¬ 
sor  moves  to  ENTER  SELECTION.  The  data  is 
complete  and  consistent. 

22.  Press  {Return]  to  store  the  registration 
data.  The  new  record  is  created. 
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2.6  To  Edit  Patient  Registration 


1.  Access  the  Outpstient  Registration  Screen  by 
selecting  •£'  or  'B*  from  the  Appointing  and 
Scheduling  Main  Menu. 

The  PHD  Screen  is  displayed,  with  the  cur¬ 
sor  at  NAME. 

2.  Complete  the  PTID  screen.  See  Section  2.1, 
To  Record  Patient  Identification  Informa¬ 
tion. 

The  Outpatient  Registration  Screen  ia  dis¬ 
played  with  the  cursor  at  ENTER  SELECTION. 

3.  Enter  ALL  or  the  name  of  the  field  to  be 
edited  and  press  [Return]. 


USER  HINTt  It  ia  not  necessary  to  enter  the 
entire  field' name,  only  enough  of  the  field 
name  to  uniquely  distinguish  it  from  other 
fields  on  the  screen. 


4.  If  you  entered  ALL,  advance  the  cursor  from 
field  to  field  by  pressing  [Return].  Move 
the  cursor  backward  by  pressing  [Back  Up]. 
To  change  the  information  in  any  field,  type 
over  the  data  displayed. 

If  you  entered  a  specific  field  name,  type 
the  desired  information  for  that  field  and 
press  [Return].  Store  the  revised  registra¬ 
tion  information  by  pressing  [Return]  with 
the  cursor  at  ENTER  SELECTION. 


QA173  1.0 


2-18 


NOV  1986 


APPOINTING  AND  SCHEDULING  TRAINING  AID 


NOTES: 

1.  A  record  is  not  stored  until  you  have  com¬ 
pleted  all  the  required  fields  and  have 
pressed  [Return]  with  the  cursor  at  ENTER 
SELECTION. 

2.  When  you  register  any  patient  who  has  had  a 
family  member  previously  registered,  the 
sponsor's  demographic  information  is 
displayed  on  the  Outpatient  Registration 
Screen. 

3.  The  data  on  the  PTID  Screen  can'  be  updated 
on  the  Outpatient  Registration  Screen. 
Enter  the  partial  field  label  for  the  field 
to  be  updated,  and  type  over  the  existing 
information.  Press  [Return]. 
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3.  APPOINTING  FUNCTIONS 

INTRODUCTION 


The  Appointing  Functions  available  to  you  are: 
booking  appointments,  cancelling  appointments, 
and  scanning  pending  appointments. 

The  appointment  booking  function  allows  you  to 
search  for  available  appointments  based  on  the 
HCP,  clinic,  day  of  the  week,  and  time  criteria 
entered. 

The  appointment  cancellation  function  allows  you 
to  cancel  a  booked  appointment. 

You  may  scan  a  patient's  appointments  to  deter¬ 
mine  the  dates  and  times  of  pending  appoint¬ 
ments. 
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BOOKING  APPOINTMENTS 


A  patient  roust  have  an  appointment  to  see  a 
Health  Care  Provider  (HCP).  Booking  an  appoint¬ 
ment  requires  finding  a  date  and  time  suitable 
for  both  the  HCP  and  the  patient  and  involves 
several  steps.  However,  before  any  appointment 
can  be  booked,  the  patient  must  be  registered. 

After  you  select  'B'  on  the  Appointing  and  Sche¬ 
duling  Main  Menu,  the  Patient  Identification 
(PTIO)  Screen  will  be  displayed.  The  PTID 
Screen  —  common  to  many  AQCESS  processes  —  is 
used  to  identify  the  patient  in  order  to  re¬ 
trieve  information  already  stored  in  the  system, 
or  to  prompt  you  to  register  a  new  patient. 

After  the  patient  is  identified,  the  Outpatient 
Registration  Screen  is  displayed.  If  the  pa¬ 
tient  is  registered,  use  the  screen  to  make  any 
necessary  changes  to  the  information.  If  the 
patient  is  new,  complete  the  entire  screen  as 
specified  in  Section  2.5. 

After  the  patient  has  been  identified,  and 
registered  if  necessary,  the  system  will  display 
the  Book  Appointment  Screen.  When  the  appro¬ 
priate  fields  are  completed,  the  system  displays 
a  list  of  available  appointment  times.  The 
appointment  clerk  selects  the  time  best  suited 
for  the  patient.  When  a  record  of  the  appoint¬ 
ment  is  displayed,  the  Book  Appointment  process 
is  complete. 
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FIGURE  3.1  BOOK  APPOINTMENT  SCREEN 
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DATA  CHART  -  BOOK  APPOINTMENT  SCREEN 


PATIENT.  Name  of  patient.  1-27  characters. 

FMP.  Family  Member  Prefix.  Display 

only.  2  characters. 

SSN.  Social  Security  Number.  Display 

only.  11  characters. 

CAT.  Patient  Category.  Display  only. 

3  characters. 

WORK  PHONE.  Display  only.  11  characters. 

HOME  PHONE.  Display  only.  11  characters. 

ZIP.  Display  only.  10  characters. 

UNIT.  Display  only,  k  characters. 

CLINIC.  3-character  code  representing  the 

name  of  the  clinic.  Required 
field. 

HCP.  Name  of  patient's  health  care  pro¬ 

vider.  6  characters  available. 
Enter  'C*Clinic  Code?'  to  see  all 
HCPs  in  a  clinic.  Enter  ^"Clini¬ 
cal  Service  Code?'  to  see  all  HCPs 
in  a  given  specialty. 

APPT  TYPE.  3-character  appointment  type. 

APPT  REASON.  Reason  for  the  appointment.  20 
characters. 
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FROM  DATE. 

THRU  DATE. 

FROM  TIME. 

THRU  TIME. 

DAY  OF  WEEK. 

REFERRED 

FROM. 


QA173  1.0 


Earliest  date  when  patient  desires 
to  schedule  appointment.  Default 
ia  current  date.  11  characters. 
Required  field. 

Latest  date  when  patient  would  like 
appointment.  Default  ia  30  days 
from  current  dste.  11  characters. 
Required  field. 

Earliest  time  of  day  when  patient 
wants  to  schedule  appointment.  A 
digits. 

Latest  time  of  day  when  patient 
wants  to  schedule  appointment.  A 
digits. 

Enter  all  days  of  week  on  which 
appointment  would  be  acceptable. 
Valid  entries  include t  M,  T,  W, 
TH,  Ff  S,  and  SN.  Up  to  9  char¬ 
acters.  Default  is  all  9  char¬ 
acters. 

This  field  is  entered  if  a  referral 
ia  required  for  this  HCP/Appt  Type 
combination.  A  referral  can  be 
from  either  a  clinic  (entered  as 
•C*Name  of  Clinic')  or  from  an  HCP 
( 'H*Name  of  HCP'). 
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3.1  To  Book  an  Appointment 


1.  Select  'B'  from  the  Appoint inq  and  Sched¬ 
uling  Main  Menu. 

The  PTID  screen  la  displayed. 

2.  Identify  the  patient  as  described  in  Section 
2.1,  To  Record  Patient  Identification 
Information. 

The  Book  Appointment  Screen  is  displayed 
with  the  cursor  at  CLINIC.  The  patient's 
pending  appointments  are  displayed  in  the 
center  of  the  screen. 

3.  Enter  the  code  representing  the  clinic  where 
the  patient  would  like  an  appointment.  This 
field  must  be  entered  for  you  to  book  an 
appointment.  Press  [Return]. 

The  cursor  moves  to  HCP. 

4.  Enter  the  HCP  with  whom  the  patient  would 
like  an  appointment.  Press  [Return]. 

OR 

Leave  HCP  blank  to  view  appointments  avail¬ 
able  with  all  HCPs  in  that  clinic.  Press 
[Return], 

The  cursor  moves  to  APPT  TYPE. 

5.  Enter  the  code  representing  the  type  of 
appointment  desired.  Press  [Return]. 

The  cursor  moves  to  APPT  REASON. 
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6.  Enter  the  reason  for  the  appointment,  as 
specified  by  the  patient.  Preaa  [Return]. 

The  cursor  eovas  to  FROM  DATE.  T  is  dis¬ 
played  to  represent  today's  date. 

7.  If  the  earliest  date  the  patient  is  able  to 

visit  the  clinic  is  different  from  today's 
date,  type  it  in  place  of  T.  Press 

[Return]. 

OR 

If  today  ia  the  first  date  the  patient  is 
available,  press  [Return]. 

The  cursor  moves  to  THRU  DATE.  A  date  30 
days  from  today's  date  ia  displayed. 

8.  If  the  latest  date  the  patient  can  visit  the 
clinic  is  different  from  the  date  displayed, 
type  it  in  place  of  the  defaulted  date. 
Press  [Return]. 

OR 

If  the  date  displayed  is  approximately  the 
last  date  the  patient  is  available,  press 
[Return]. 

The  cursor  moves  to  FROM  TIIC. 

9.  Enter  the  earliest  time  of  day  the  patient 
is  available.  Press  [Return]. 

The  cursor  moves  to  THRU  TINE. 
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10.  Enter  the  latest  convenient  time  of  day. 
Press  [Return]. 

The  cursor  moves  to  DAY  OF  WEEK.  MTWTHFS5N 
is  displayed. 

11.  Press  [Return]  if  the  patient  is  available 
any  day  of  the  week,  or  enter  the  most  con¬ 
venient  day(s)  of  the  week.  Press  [Return]. 

The  cursor  moves  to  REFERRED  FROM. 

12.  Enter  the  code  representing  the  HCP  or 
Clinic  that  referred  the  patient,  if  any. 
Press  [Return], 


Two  system  responses  are  possible. 

A.  The  system  displays  a  list  of  available  ap¬ 
pointments  that  correspond  to  the  appoint¬ 
ment  requirements  you  entered.  Each  ap¬ 
pointment  is  numbered. 

Also  displayed  are  the  Following  options: 

7  -  NEXT  PAGE  (View  more  appointments) 

8  -  PREVIOUS  PAGE  (Return  to  earlier  ap¬ 

pointments) 

9  -  VIEW  PENDING  (View  pending  appoint¬ 

ments) 

The  cursor  moves  to  ENTER  SELECTION. 

1.  Enter  the  number  of  the  option  you  wish  to 
perform.  If  you  wish  to  book  an  appoint¬ 
ment,  enter  the  number  of  the  appointment 
best  suited  to  the  patient's  requirements. 
Press  [Return]. 
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NOTE:  Select  *9’,  VIEW  PENDING,  to  view  any 
appointments  currently  booked  for  the 
patient.  When  the  pending  Appointments 
are  displayed,  selecting  '9',  VIEW 
AVAILABLE,  will  redisplay  the  appoint¬ 
ments  available  for  booking. 

The  system  displays  the  appointment  you 
have  selected,  clinic  and  HCP  comments 
if  any,  and  the  question  'BOOK?' 

2.  Enter  *Y*  to  book  the  appointment. 
Press  [Return].  If  you  enter  'N',  the 
available  appointments  are  redisplayed. 


B.  The  system  displays  the  message  NO 
APPOINTMENTS  FOUND  FOR  THESE  CRITERIA. 
SEARCH  FOR  OVERBOOK? 

1.  Enter  *Y'  to  view  available  overbook 
appointments.  (If  you  enter  'N',  the 
cursor  returns  to  CLINIC  so  that  you  may 
make  changes  in  the  appointment 
criteria.) 

The  available  overbooks  are  displayed. 

2.  Enter  the  number  of  the  appointment  you 
wish  to  overbook.  Press  [Return]. 

The  system  displays  the  appointment  you 
have  selected,  clinic  and  HCP  comments, 
if  any,  and  the  question  'OVERBOOK?' 
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3.  Enter  *Y*  to  overbook  the  appointment. 

If  there  are  no  overbooks  that  fulfill 
the  patient* 8  requirements,  the  system 
will  display  the  message  NO  OVERBOOKS 
FOUND  FOR  THESE  CRITERIA.  To  find  an 
appointment  for  the  patient,  you  must 
change  some  of  the  data  on  the  Book 
Appointment  Screen.  At  ENTER  SELECTION, 
enter  the  field  name  where  you  will  make 
a  change  and  press  [Return].  Enter  ALL 
to  make  changes  in  more  than  one  field. 


After  you  have  booked  or  overbooked  the 
appointment  for  the  patient,  you  may  perform 
multiple  bookings  -  booking  more  than  one 
appointment  for  the  same  pstient.  There  are 
two  options. 

A.  If  the  date(8)  for  an  additional  appointment 
ia  within  the  datea/tiaea  on  the  screen: 

1.  Enter  '9*  at  ENTER  SELECTION  and  press 
[Return]. 

The  system  displays  a  list  of  available 
appointments. 

2.  Select  an  appointment  from  those  dis¬ 
played  and  enter  the  number  at  ENTER 
SELECTION.  Press  [Return], 

The  system  displays  the  appointment  you 
have  chosen,  clinic  and  HCP  comments  if 
any,  and  the  query  'BOOK?' 
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3.  Enter  'Y'  to  book  the  appointment. 

The  system  displays  patient's  pending 
appointments. 

NOTEt  If  you  enter  'N',  the  system  will  con¬ 
tinue  to  display  available  appointments. 


B.  If  the  dste(a)  for  an  additional  booking  is 
not  within  the  same  FROM  DATE  and  THRU 
DATES 

1.  Enter  'FROM  DATE {THRU  DATE'  at  ENTER 
SELECTION,  and  press  [Return]. 

The  cursor  moves  to  FROM  DATE,  and  then 
THRU  DATE. 

2.  Enter  the  new  FROM  DATE  and  THRU  DATE. 
Press  [Return]. 

The  cursor  moves  to  ENTER  SELECTION. 

3.  Press  [Return]  for  available  appoint¬ 
ments. 

Available  appointments  are  displayed. 

4.  Select  the  number  corresponding  to  the 
appointment  desired  by  the  patient. 
Press  [Return]. 

The  system  will  display  B00K7 

3.  Enter  'Y*  to  book  the  new  appointment. 
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NOTE:  To  book  additional  appointments  for  the 
same  patient,  but  with  a  different 
clinic,  HCP,  or  appointment  type,  enter 
that  field  name  at  ENTER  SELECTION,  when 
the  patient's  pending  appointments  are 
displayed.  Press  [Return],  With  the 
cursor  at  the  selected  field,  follow  the 
instructions  above. 

The  system  will  displsy  all  of  the  patient's 
pending  appointments. 

After  booking  appointments  for  that  patient, 
press  [Return]  with  the  cursor  at  ENTER 
SELECTION.  Enter  a  new  patient  name  on  the 
PTID  Screen  to  book  appointments  for  a  dif¬ 
ferent  patient,  or  press  [Cancel]  to  exit 
the  function. 


3.2  To  Cancel  an  Appointment  From  The  Bookii 
Function. 


From  the  Booking  Screen,  you  may  cancel  a  pend¬ 
ing  appointment  any  time  the  option  10,  CANCEL 
APPOINTMENT,  and  a  list  of  pending  appointments 
are  displayed. 

1.  With  the  cursor  at  ENTER  SELECTION,  enter 
'10'.  Press  [Return]. 

The  message  #  OF  APPOINTMENT  TO  CANCEL  ia 
displayed. 

2.  Enter  the  number  corresponding  to  the  ap¬ 
pointment  to  be  cancelled. 
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The  cursor  moves  to  CANCEL  REASON. 

3.  Enter  the  code  for  the  reason  for  the  can¬ 
cellation.  If  you  do  not  enter  a  code,  the 
appointment  will  not  be  cancelled. 

The  cursor  eoves  to  ENTER  SELECTION.  Pend¬ 
ing  appointments  are  displayed. 
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CANCELLING  APPOINTMENTS 


The  Cancel  Appointment  function  allows  you  to 
view  and/or  cancel  appointments  booked  for 
patients.  After  cancelling  a  booked  appoint¬ 
ment,  you  may  book  a  new  appointment  for  the 
patient . 

The  PTID  Screen  is  the  first  screen  displayed 
after  you  select  Cancel  Appointment  from  the 
Appointing  and  Scheduling  Main  Menu.  The  PTID 
Screen  works  with  the  f  tpatient  Candidate  List 
Screen  to  help  you  locf  e  a  patient's  records. 
Using  these  screens,  you  will  locate  the  records 
of  the  patient  whose  appointment (a)  you  wish  to 
cancel. 


QA173 


1.0 


3-15 


NOV  1986 


r 

I 


APPOINTING  AND  SCHEDULING  TRAINING  AID 


APT?  4  SOCO 


(MINING  DATE 

CANCEL  APPOINIKNT 


MftCNI 

IMP  SSN 

aiNic  no1 

MON  MIC 

mv  or  neck  mmkssn 

awic  mcp 


CM  HOC  PHONE 

n0RX  PHONE 

*PPI  It  PE  APP1  REASON 

(MU  MIC  FROM  UK  IHRU  (IK 

REFERRED  FROM 
"•  PENDING  APPIS  ••• 

(VPE  MIC  UK 


1  -  KM  PACE  ■  -  PREVIOUS  PAGE 


cr: 


FIGURE  3.2  CANCEL  APPOINTMENT  SCREEN 
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DATA  CHART  - 

CANCEL  APPOINTMENT  SCREEN 

PATIENT. 

Patient  name  as  identified  through 
PTID  screen. 

FHP. 

Family  Member  Prefix.  Display 

only. 

SSN. 

Social  Security  Number.  Display 

only. 

CAT. 

Patient  Category.  Display  only. 

WORK  PHONE. 

Display  only. 

HOME  PHONE. 

Display  only. 

ZIP. 

Display  only. 

UNIT. 

Display  only. 

CANCEL 

REASON. 

The  code  representing  the  reason 
the  appointment  was  cancelled.  3 
characters.  Required  field. 

CLINIC. 

Clinic  in  which  appointment  has 
been  scheduled.  3  characters. 

APPOINTMENT 

TYPE. 

Type  of  appointment  for  which  pa¬ 
tient  is  scheduled.  3  characters. 

HCP. 

Health  Care  Provider  with  whom 
appointment  was  scheduled.  6 
characters. 
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FROM  DATE.  Earliest  date  when  patient  could 
have  requested  an  appointment . 
Default  is  current  date.  11 
characters.  Required  field. 


THRU  DATE.  Latest  date  when  patient  could  have 
requested  an  appointment.  Default 
is  30  days  from  current  date.  11 
characters.  Required  field. 


FROM  TIME.  Earliest  time  of  day  when  patient 
could  have  requested  the  appoint¬ 
ment.  4  digits. 

THRU  TIME.  Latest  time  of  day  when  patient 
could  have  requested  the  appoint¬ 
ment.  4  digits. 


DAY  OF  WEEK.  Enter  all  days  of  week  on  which 
appointment  could  be  scheduled. 
Valid  entries  include:  M,  T,  W, 
Th,  F,  S,  and  SN.  Up  to  9  char¬ 
acters.  Default  is  all  7  days. 
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3.3  To  Cancel  Patient  Appointment 


1.  Enter  *C*  at  ENTER  SELECTION  on  the  Appoint¬ 
ing  and  Scheduling  Main  Menu.  Press 
[Return]. 

The  PTID  Screen  is  displayed. 

2.  Identify  the  patient  as  described  in  Section 
2.1,  To  Record  Patient  Identification 
Information. 

The  Cancel  Patient  Appointment  Screen  and 
the  patient's  pending  appointments  are  dis¬ 
played.  The  cursor  is  at  ENTER  SELECTION. 

3.  Enter  the  number  of  the  appointment  you  want 
to  cancel.  Press  [Return]. 

The  appointment  to  be  cancelled  and  the 
field  CANCEL  REASON  are  displayed.  The 
cursor  moves  to  CANCEL  REASON. 


Enter  the 

code 

for 

the 

reason 

the 

appointment 

was  cancelled. 

The  patient 

1 8  remaining 

appointments 

are 

displayed. 

The 

cursor 

moves  to 

ENTER 

SELECTION. 

To  cancel 

more 

appointments, 

enter 

the 

number  of 

each 

appointment 

and 

press 

[Return].  Follow  the  procedures  above. 

To  cancel  a  different  patient's  appointment, 
press  [Return]  with  the  cursor  at  ENTER 
SELECTION.  The  PTID  Screen  will  appear. 
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SCANNING  APPOINTMENTS 


The  Scan  Appointment  Screen  provides  the  user 
with  information  about  a  patient's  pending  ap¬ 
pointments.  The  Scan  Appointment  Screen  pro¬ 
vides  a  list  of  all  the  patient's  appointments 
booked  for  any  clinic.  After  Scan  Appointment 
is  selected  from  the  Main  Menu,  the  Scan  Ap¬ 
pointment  Screen  is  accessed  by  using  the  PTID 
Screen  and  the  Outpatient  Candidate  List  Screen. 
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FIGURE  3.3  SCAN  APPOINTMENT  SCREEN 
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DATA  CHART  -  SCAN  APPOINTMENT  SCREEN 


PATIENT.  Patient  name  as  identified  through 
PTID  screen.  Required  field. 

CLINIC.  Clinic  in  which  appointment  has 

been  scheduled.  3  characters. 

HCP.  Health  Care  Provider  with  whom 

appointment  was  scheduled.  6 
characters. 

APPOINTMENT  Type  of  appointment  for  which  pa- 

TYPE.  tient  is  scheduled.  3  characters. 

FROM  DATE.  Earliest  date  when  patient  could 
have  requested  an  appointment. 
Default  is  current  date.  11 
characters. 

THRU  DATE.  Latest  date  when  patient  could  have 
requested  an  appointment.  Default 
is  30  days  from  current  date.  11 
characters. 

FROM  TIME.  Earliest  time  of  day  when  patient 
could  have  requested  the  appoint¬ 
ment.  4  digits. 

THRU  TIME.  Latest  time  of  day  when  patient 
could  have  requested  the  appoint¬ 
ment.  4  digits. 

DAY  OF  WEEK.  Enter  all  days  of  week  on  which 
appointment  could  be  scheduled. 
Valid  entries  include:  M,  T,  W, 
TH,  F,  S,  and  SN.  Up  to  9  charac¬ 
ters.  Default  is  all  7  days. 
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3.4  To  Scan  Appointments 


1.  Enter  'P*  at  ENTER  SELECTION  on  the  Appoint¬ 
ing  and  Scheduling  Main  Menu.  Preaa 
[Return]. 

The  Patient  Identification  (PTID)  Screen  is 
diaplayed. 

2.  Identify  the  patient  as  described  in  Section 
2.1,  To  Record  Patient  Identification 
Information. 

The  Scan  Appointment  Screen  ia  diaplayed.  A 
liat  of  the  patient 'a  pending  appointnenta 
ia  displayed  at  the  bottom  of  the  page.  The 
cursor  ia  at  ENTER  SELECTION. 

3.  To  view  the  pending  appointments  for  a 
different  patient,  press  [Return]. 

The  PTID  Screen  ia  displayed. 

4.  Follow  the  procedures  above. 
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4.  CREATING  SCHEDULES 

INTRODUCTION 


The  purpose  of  the  scheduling  function  is  to 
creste  schedules  for  each  HCP.  The  schedules 
you  create  will  be  used  to  book  appointments  for 
patients.  This  section  of  the  Appointing  and 
Scheduling  Training  Aid  addresses  the  fundamen¬ 
tal  elements  of  creating  schedules:  the  Edit 
Profile,  Create/Edit  Template,  Copy  Template, 
and  Create/Edit  Schedule  functions. 

The  first  step  in  creating  a  schedule  is  the 
Edit  Profile  function.  An  HCP  profile  is  a  des¬ 
cription  of  the  types  of  appointments  the  HCP 
handles,  the  number  of  patients  the  HCP  regu¬ 
larly  sees,  and  the  HCP's  requirements  concern¬ 
ing  patient  records.  It  is  important  to  remem¬ 
ber  that  an  HCP  roust  be  profiled  —  the  HCP 
Profile  edited  —  for  every  type  of.  appointment 
he  or  she  handles. 

The  next  step  is  to  create  templates  for  each 
HCP.  It  is  helpful  to  think  of  a  template  as  a 
group  of  days  on  a  calendar  —  Monday,  Tuesday, 
Wednesday,  etc.  —  with  no  dates  attached. 
Using  the  Create  Template  Screen,  you  will  fill 
each  day  in  this  group  of  days  with  appointment 
slots,  according  to  the  types  of  appointments 
the  HCP  handles.  In  this  way  you  'create'  the 
HCP *8  week  (templates  can  be  created  for  periods 
of  from  1  to  7  days).  Give  the  templates  names 
so  they  can  be  stored  in  the  system  and  re¬ 
trieved  for  reuse.  Templates  can  be  copied  from 
one  HCP's  profile  to  another  HCP's  profile. 
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The  Create/Edit  Schedule  Screen  allows  you  to 
perform  two  functions.  First,  the  Create  Sched¬ 
ule  Screen  is  used  to  assign  a  date  to  a  tem¬ 
plate.  This  creates  a  schedule.  You  can  create 
a  schedule  longer  than  the  template  by  using  the 
template  more  than  once.  The  schedule  you 
create  using  this  function  will  then  be  ready  to 
receive  appointments. 

Next,  the  Create/Edit  Schedule  Screen  enables 
you  to  edit  already  existing  schedules.  You  can 
change  the  appointment  type  of  a  scheduled  ap¬ 
pointment,  cancel  and/or  delete  schedules,  com¬ 
bine  templates,  and  add  partial  templates  to 
already  existing  schedules. 

Other  scheduling  functions,  which  refine  already 
existing  schedules,  are  described  in  Section  $, 
Modifying  Schedules,  of  this  Appointing  and 
Scheduling  Training  Aid. 
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PROFILING  AN  HCP 


The  Edit  HCP  Profile  Screen  is  accessed  by  se¬ 
lecting  'P'  from  the  Schedule  Menu.  Creating  an 
HCP  Profile  is  the  first  step  in  creating  an  HCP 
Schedule . 

An  HCP  Profile  contains  information  about  the 
types  of  appointments  the  HCP  handles,  details 
about  these  appointment  types,  and  information 
about  patients'  medical  records.  Because  this 
information  differs  with  each  appointment  type, 
a  separate  set  of  data  must  be  entered  into  the 
HCP'a  profile  for  each  appointment  type.  In 
this  way  you  'build'  the  HCP's  Profile  to  in¬ 
clude  all  relevant,  information  about  each 
appointment  type. 
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FIGURE  4.1  EDIT  HCP  PROFILE  SCREEN 
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DATA  CHART 

APPT.  TYPE. 

DURATION. 

#  PATIENTS. 

OVERBOOKS. 

REFERRAL. 

COMMENT. 


EDIT  HCP  PROFILE  SCREEN 


Appointment  Type.  3  characters. 
Required  field. 

The  number  of  minutes,  in  5-minute 
intervals  only,  that  is  required 
for  this  appointment  type.  3 
digits.  Required  field. 

The  maximum  number  of  patients  an 
HCP  is  Milling  to  see  at  one  time 
for  this  appointment  type.  Used  in 
instances  when  group  appointments 
are  normally  booked  for  this  ap¬ 
pointment  type.  Options:  2-99. 
Default:  1.  2  digits.  Required 
field. 

This  field  indicates  the  number  of 
overbooks  allowed  if  more  than  one 
patient  can  be  appointed  to  each 
time  slot  in  instances  when  group 
appointments  are  not  the  norm  for 
this  appointment  type.  Options: 
2-99.  2  digits. 

This  field  indicates  whether  a 
referral  is  required  for  thi3 
appointment  type.  Options  'Y'  or 
’N'.  1  character. 

A  comment  to  be  displayed  with  thi3 
appointment  type.  30  characters. 
Optional  field. 
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MEDICAL  The  types  of  records  displsyed  will 

RECORDS.  vary  from  one  MTF  to  another.  The 

data  entered  for  this  field  label 
indicates  how  many  days  before  the 
appointment  this  type  of  medical 
record  should  be  pulled  for  review 
by  the  HCP.  Options:  0-9,  or  null 
(1  digit).  Null  means  this  record 
is  not  to  be  pulled  at  all.  'O' 
(zero)  means  the  record  is  to  be 
given  to  the  HCP  on  the  day  of  the 
appointment.  '1*  means  the  record 
is  to  be  given  to  the  HCP  one  day 
before  the  appointment. 


QA173  1.0 


4-6 


NOV  1986 


1 


APPOINTING  AND  SCHEDULING  TRAINING  AID 


4.1  To  Edit  an  HCP  Profile 


1.  Access  the  Edit  HCP  Profile  Screen  by  enter¬ 
ing  'S'  at  ENTER  SELECTION  on  the  Appointing 
and  Scheduling  Main  Menu.  Press  [Return]. 

The  Schedule  Menu  is  displayed. 

2.  Enter  'P'  at  ENTER  SELECTION  on  the  Schedule 
Menu.  Press  [Return]. 

The  Edit  HCP  Profile  Screen  ia  displayed. 

3.  Enter  the  HCP  whose  profile  you  wish  to 
edit.  Press  [Return], 

The  cursor  moves  to  MAX  PATIENTS. 

4.  Enter  the  maximum  number  of  patients  the  HCP 
will  see  in  a  day.  Press  [Return], 


EXAMPLE:  To  calculate  the  MAX  PATIENTS  field, 
total  the  maximum  number  of  patients  the  1CP 
may  see  on  a  full  day,  taking  into  account  all 
appointment  types  —  including  group  appoint¬ 
ments  —  their  duration,  and  the  HCP' a  lunch 
break.  For  example,  if  a  Physical  appointment 
has  a  30-minute  duration,  an  HCP  can  probably 
handle  fourteen  of  these  appointments  in  an 
8-hour  work  day,  with  60  minutes  for  lunch. 

The  HCP  will  see  14  patients  on  this  day.  If 
Physical  is  the  HCP's  shortest  appointment 
type,  the  HCP's  MAX  PATIENTS  will  be  14 
(this  calculation  aasumes  that  an  HCP  will 
have  days  booked  with  Physical  appointments 
only) . 
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The  cursor  moves  to  COMCNT. 

5.  Enter  a  comment  to  be  displayed  with  that 
HCP  Profile.  Press  [Return], 

The  cursor  Moves  to  APPT  TYPE. 

6.  Enter  the  appointment  type  you  wish  to  in¬ 
clude  in  the  HCP  Profile.  Press  [Return], 

The  cursor  Moves  to  DURATION. 

7.  Enter  the  duration,  in  minutes,  of  that 
appointment  type.  Press  [Return]. 

NOTE:  The  duration  must  be  a  multiple  of  5 
minutes. 

The  cursor  moves  to  fPATIENTS. 

8.  Enter  the  number  of  patients  the  HCP  will 
see  for  that  appointment  type.  Press 
[Return]. 

The  cursor  Moves  to  OVERBOOKS. 

9.  Enter  the  maximum  number  of  overbooks  the 
HCP  can  see  during  the  appointment  type. 
Press  [Return]. 

The  cursor  moves  to  COMCNT. 

10.  Enter  the  comment  to  be  displayed  with  the 
appointment  type.  Press  [Return], 

The  cursor  Moves  to  the  first  Medical  record 
type. 
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11.  Enter  the  number  of  days  before  Lhe  appoint¬ 

ment  that  the  HCP  would  like  to  see  this 
type  of  record.  Repeat  this  process  for 

each  type  of  patient  record. 

The  cursor  moves  to  ENTER  SELECTION. 

12.  To  add  another  appointment  type  to  the  HCP's 
profile,  enter  ALL  and  press  [Return].  With 
the  cursor  at  APPOINTMENT  TYPE,  follow  the 
procedure  above. 

To  discontinue  profiling,  press  [Return]  at 
ENTER  SELECTION.  The  profiled  information 
will  be  stored.  The  Schedule  Menu  will  be 
displayed. 

NOTES: 

1.  Change  information  in  the  HCP  profile  by 
positioning  the  cursor  at  the  field(s)  you 
wish  to  change,  then  typing  over  the  data 
displayed. 

2.  An  HCP  should  be  profiled  for  only  the  types 
of  appointments  he  or  she  conducts.  Pro¬ 
files  for  appointment  types  the  HCP  does  not 
conduct  wastes  system  memory,  and  may  result 
in  the  HCP  being  scheduled  for  the  wrong 
types  of  appointments.  Delete  invalid 
appointment  types  by  displaying  the  appoint¬ 
ment  type  to  be  deleted  and  then  pressing 
[Clear  Data]  in  the  APPT  TYPE  field.  Press 
[Entry  Done]  with  the  cursor  at  DURATION. 
The  following  query  will  appear:  ARE  YOU 
SURE  YOU  WANT  TO  DELETE  THIS  APPT  TYPE? 
Press  ' Y *  to  delete  the  appointment  type. 
Press  [Return]  to  store  the  deletion. 
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3.  Pressing  [Help]  at  APPT  TYPE  will  display  a 
list  of  all  appointment  types.  Those  for 
which  the  HCP  ia  already  profiled  are  desig¬ 
nated  by  an  *  (asterisk). 
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CREATING  AND  EDITING  TEMPLATES 


Access  the  Create/Edit  Template  Screen  by  select¬ 
ing  ' T  *  from  the  Schedule  Menu.  A  template  is  a 
potential  schedule,  a  group  of  days  up  to  7  days 
long.  It  is  not  associated  with  a  date.  The  days 
in  a  template  must  be  filled  with  appointment 
slots,  in  whatever  order  the  HCP  wishes  to  handle 
appointments  during  the  day. 

Before  beginning  to  construct  a  template,  it  is 
important  to  consider  a  number  of  factors: 

1.  How  many  days  should  the  template  include? 

2.  Will  the  HCP  begin  seeing  patients  at  the 

same  time  every  day? 

3.  Will  the  HCP  break  for  lunch  at  the  same 

time  and  for  the  same  amount  of  time  every 
day? 

4.  What  is  the  duration  of  the  appointment 

types  you  are  inserting? 

5.  Is  the  HCP  profiled  for  every  different 
appointment  type  that  he  or  she  has? 

In  most  cases  it  will  be  useful  to  create  a  tem¬ 
plate  that  represents  the  HCP's  regular  work 
week.  This  template  can  be  used  again  and  again 
in  the  schedule  creation  process,  whenever  the 

HCP's  routine  remains  the  same.  Different  tem¬ 
plates  can  be  created  to  incorporate  unusual 
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work  weeks,  such  as  those  that  include  the  HCP's 
vacation  days  or  days  off.  Reference  the  tem¬ 
plates  with  easy  word  associations.  For  exam¬ 
ple,  the  HCP's  template  representing  the  regular 
work  week  may  be  called  REGULAR. 

After  identifying  the  HCP  and  the  template  you 
are  creating,  you  are  ready  to  'build'  a  day  of 
the  template.  First  specify  the  DAY  of  the  tem¬ 
plate,  the  APPOINTMENT  START  TIME,  then  the 
APPOINTMENT  TYPE.  '1*  will  appear  at  REPEAT  to 
indicate  that  one  appointment  of  the  type  speci¬ 
fied  will  take  place  at  the  appointment  time 
indicated.  If  you  wish  to  insert  several  of 
these  appointment  types  consecutively,  enter  the 
appropriate  number  at  REPEAT.  The  system  will 
calculate  the  duration  of  the  appointments  you 
have  entered  and  will  display  the  template  as  it 
is  being  built.  The  end  time  of  these  appoint¬ 
ments  will  serve  as  the  APPOINTMENT  START  TIME 
of  the  next  group  of  appointments  you  will 
insert. 

To  edit  an  already  existing  template,  identify 
the  template  and  enter  the  template  day  and  ap¬ 
pointment  time  to  be  changed.  The  system  will 
display  the  entire  day's  template  as  it  is  cur¬ 
rently  stored.  Select  the  appointment  time  to 
be  changed.  The  appointment  type  currently 
stored  for  that  time  will  default  to  the  APPT 
TYPE  field.  Change  the  appointment  type  by 
entering  new  data  over  it.  Also  type  over  the 
REPEAT  field  with  any  changes. 

To  add  a  day(s)  to  the  template,  specify  the  HCP 
and  TEMPLATE  to  be  changed,  and  follow  the  pro¬ 
cedures  for  creating  a  new  template. 
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Create/Edit  Template  Screen. 
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-  CREATE/EDIT  TEMPLATE  SCREEN 


Health  Care  Provider.  6  charac¬ 
ters.  Required  field. 

The  maximum  number  of  patients  the 
HCP  can  see  in  one  day.  Display 
only. 

Name  of  the  template.  4-15  charac¬ 
ters.  Required  field. 

A  number  representing  the  ordinal 
placement  of  this  day  in  the  tem¬ 
plate,  i.e.,  first  day  =  1,  etc.  1 
digit.  Options:  1-7.  Required 
field. 

The  starting  time  for  an  appoint¬ 
ment.  4  digits.  Required  field. 

The  appointment  type  to  be  slotted 
into  this  time  period.  3  charac¬ 
ters.  Required  field. 

The  number  of  consecutive  times  an 
appointment  type  is  to  be  repeated 
starting  from  the  Start  Time.  De¬ 
fault  is  1.  2  digits.  Options: 
1-20. 
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4.2  To  Create  A  Template 


1.  Enter  'S'  at  ENTER  SELECTION  on  the 
Appointing  and  Scheduling  Main  Menu.  Press 
[Return]. 

The  Schedule  Menu  la  displayed. 

2.  Enter  • T  •  at  ENTER  SELECTION  on  the  Schedule 
Menu.  Presa  [Return]. 

The  Create/Edit  Template  Screen  la  dis¬ 
played,  with  the  cursor  at  HCP. 

3.  Enter  the  HCP  for  which  you  are  creating  a 
template.  Press  [Return]. 

MAX  f  PATIENTS  ia  filled  automatically.  The 
cursor  moves  to  TEMPLATE. 

4.  Enter  the  name  of  the  template  you  are  crea¬ 
ting.  Press  [Return]. 

If  the  template  name  ia  not  already  in  the 
ay a ten,  the  confirmation  question  ARE  YOU 
ADOING  A  NEM  TEMPLATE?  will  appear. 

5.  Enter  'Y*. 

The  cursor  moves  to  DAY.  *1'  is  displayed 
automatically. 

6.  Press  [Return]. 

NOTEs  Days  must  be  created  sequentially. 
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The  fields  APPOINTMENT  START  TIME,  APPOINT¬ 
MENT  TYPE,  and  REPEAT  are  displayed.  A  grid 
showing  hourly  time  increments  is  dis¬ 
played. 

The  cursor  moves  to  APPOINTMENT  START  TIME. 

7.  Enter  the  time  of  day  when  the  HCP  will  see 
his  or  her  first  patient. 

The  cursor  moves  to  APPOINTMENT  TYPE. 

8.  Enter  the  type  of  appointment  the  H£P  will 
handle  at  the  time  specified. 

The  cursor  moves  to  REPEAT.  *1*  is  dis¬ 
played. 

9.  Enter  the  number  of  consecutive  appointments 
of  that  type  that  the  HCP  will  conduct  be¬ 
ginning  at  the  time  indicated.  Default  is 
1.  Press  [Return]. 

The  system  displays  your  entry  on  the  grid. 

The  cursor  moves  to  APPOINTMENT  START  TIME. 

The  next  available  appointment  time  is  dis¬ 
played. 

10.  Enter  the  start  time  for  the  next  group  of 

appointments.  The  default  is  the  next 
available  time,  a  s  displnyn  . 

LRetUiM  . 

The  cursor  moves  to  APPOINTMENT  TYPE. 

11.  Enter  the  appointment  type  to  begin  at  that 
time. 
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The  cursor  moves  to  .REPEAT.  *1'  is  dis¬ 
played. 

12.  Enter  the  number  of  repeats  for  the  appoint¬ 
ment  type  indicated,  if  it  differs  from  1. 
Press  [Return]. 

The  system  displays  your  entry  on  the  grid. 
The  cursor  moves  to  APPOINTMENT  TIME.  The 
next  available  appointment  time  is  dis¬ 
played. 

13.  Repeat  the  procedure  above  until  the  day  you 
are  constructing  ia  complete.  To  create  the 
next  day,  press  [Clear  Data]  and  [Entry 
Done]  at  APPOINTMENT  START  TIME. 

The  system  displays  the  message,  ARE  YOU 
READY  TO  FILE  THIS  DAY  OF  THE  TEMPLATE? 

14.  Enter  'Y'. 

The  cursor  moves  to  ENTER  SELECTION. 

13.  Press  [Return]  to  store  the  template. 


4.3  To  Edit  a  Template 


1.  Enter  'S'  at  ENTER  SELECTION  on  the  Appoint¬ 
ing  and  Scheduling  Main  Menu.  Press 
[Return]. 

The  Schedule  Menu  is  displayed. 

2.  Enter  ' T '  at  ENTER  SELECTION  on  the  Schedule 
Menu.  Press  [Return], 
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The  Create/Edit  Template  screen  is  displayed 
with  the  cursor  at  HCP. 

3.  Enter  the  name  of  the  ICP  whose  template  you 
wish  to  edit.  Press  [Retu.i]. 

MAX  f  PATIENTS  is  completed  automatically. 
The  cursor  moves  to  TEMPLATE. 

A.  Enter  the  name  of  the  template  you  wish  to 
edit.  Press  [Return]. 

The  cursor  moves  to  DAY. 

5.  Enter  the  day  of  the  template  you  wish  to 
edit. 

A  grid  of  the  template  day  is  displayed.  If 
there  is  any  appointment  type  already 
slotted  for  this  time,  it  is  displayed. 

The  cursor  moves  to  APPOINTMENT  START  TIIC. 

6.  Enter  the  time  of  the  appointment  to  be 
changed. 

The  cursor  moves  to  APPOINTMENT  TYPE. 

7.  To  substitute  an  appointment  type  for  the 
one  shown,  type  the  new  appointment  type 
over  the  old. 

To  delete  the  appointment  type  shown,  press 
[Clear  Data]  and  [Return]. 

The  cursor  moves  to  REPEAT.  '1'  is  dis¬ 
played  at  the  REPEAT  field. 
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NOTE:  Entering  a  number  greater  than  1  indi¬ 
cates  to  the  system  that  you  want  to 
replace  more  than  one  appointment  slot 
with  the  different  appointment  type. 
This  may  interfere  with  appointment  slots 
already  entered.  If  so,  the  system  will 
respond  with  the  message  THIS  APPOINTMENT 
WILL  RUN  OVER  THE  NEXT  APPOINTMENT. 
OVERRIDE?  Answer  'Y*  to  implement  the 
change.  The  cursor  will  return  to 
APPOINTMENT  START  TIME. 

If  the  time  you  have  selected  shortens  or 
replaces  an  existing  appointment,  the 
system  will  display  the  message,  PREVIOUS 
APPOINTMENT  OVERRUNS  THIS  APPOINTMENT 
TIME.  OVERRIDE?  Answer  'Y*  to  implement 
this  change.  The  cursor  will  return  to 
APPOINTMENT  START  TIME. 

The  cursor  moves  to  APPOINTMENT  START  TIME. 

8.  Perform  additional  edits  according  to  the 
procedure  described  above.  To  exit  the 
function,  press  [Entry  Done]  with  the  cursor 
at  APPT  START  TIME. 

The  system  displays  the  massage,  ARE  YOU 
READY  TO  FILE  THIS  DAY  OF  THE  TEMPLATE? 

9.  Enter  'Y'. 

The  cursor  moves  to  ENTER  SELECTION. 

10.  Press  [Return]  to  store  the  changes. 
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4. A  To  Delete  a  Template 

A.  To  Delete  an  Entire  Template 

1.  Enter  'S'  at  ENTER  SELECTION  on  the 
Appointing  and  Scheduling  Main  Menu.  Press 
[Return], 

The  Schedule  Menu  is  displayed. 

2.  Enter  *T '  at  the  ENTER  SELECTION  on  the 
Schedule  Menu.  Press  [Return]. 

The  Create/Edit  Template  Screen  is 
dislayed.  The  cursor  is  at  HCP. 

3.  Identify  the  HCP.  Press  [Return]. 

The  cursor  aoves  to  template. 

4.  Identify  the  template.  Press  [Return]. 

The  cursor  moves  to  DAY. 

5.  Press  [Return]. 

The  cursor  Moves  to  ENTER  SELECTION. 

6.  Enter  '3'.  Press  [Return]. 

The  system  displays  the  message  DELETE  THE 
ENTIRE  TEMPLATE? 

7.  Enter  ' Y ' .  (If  you  enter  'N',  the  cursor 
will  return  to  ENTER  SELECTION.) 

The  cursor  Moves  to  HCP. 
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B.  To  Delete  Template  Day(s) 


USER  HINT:  The  delete  template  day  function 
is  designed  to  allow  you  to  shorten  an  exist¬ 
ing  template  by  one  day.  When  deleting  a 
template  day,  keep  in  mind  that 

-  The  day  you  choose  to  cancel  must  have 
been  stored; 

-  You  cannot  cancel  a  'middle'  day  (a  day 
between  two  stored  days);  and 

-  Deleting  one  day  of  a  one-day  template 
deletes  the  template. 

To  find  out  how  many  days  are  contained  in  a 
template,  identify  the  HCP  and  template  and 
press  [Help]  with  the  cursor  at  DAY. 


1.  Identify  the  HCP  and  template.  Press 
[Return]. 

The  cursor  moves  to  DAY. 

2.  Enter  the  day  of  the  template  you  want  to 
cancel.  Press  [Return], 

The  template  day  ia  displayed.  The  cursor 
moves  to  APPOINTMENT  START  TIME. 

3.  Press  [Entry  Done]. 

The  cursor  moves  to  ENTER  SELECTION. 
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4.  Enter  '3'.  Press  [Return]. 

The  system  displays  the  query  DELETE  ONE  DAY 
OF  THE  TEMPLATE? 

3.  Enter  * Y ' . 

The  cursor  returns  to  HCP. 
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COPYING  TEMPLATES 


The  Copy  Template  Screen,  accessed  by  selecting 
'C'  on  the  Schedule  Menu,  is  used  to  copy  a  day 
from  an  HCP's  template  or  to  copy  the  entire 
template.  Copying  in  this  way  is  easier  and 
faster  than  creating  template  days  identical  to 
template  days  already  stored  in  the  system. 

There  are  two  ways  to  use  the  Copy  Template 
Screen.  They  are  designated  'A'  and  'B'  in  the 
procedures,  which  begin  on  4-28.  First,  if 
several  days  in  one  HCP's  template  are  identical 

—  the  appointments  and  their  order  are  the  same 

—  simply  make  copies  of  the  original  day.  You 
can  perform  this  function  by  entering  the  same 
data  in  the  TO  HCP  and  TO  TEMPLATE  as  you  en¬ 
tered  in  the  FROM  HCP  and  FROM  TEMPLATE, 
respectively.  You  will  change  the  TO  DAY  to 
each  successive  day  of  the  template. 

Next,  if  one  HCP  has  the  same  daily  routine  B3 
another,  and  a  template  has  been  created  for  the 
first  HCP,  use  the  Copy  Template  Screen  to  du¬ 
plicate  this  template,  or  portions  of  it,  for 
the  second  HCP.  To  copy  an  entire  template, 
leave  the  FROM  DAY  and  the  TO  DAY  fields  empty. 

It  i3  important  to  remember  that  the  'receiving' 
HCP  must  be  profiled  for  the  appointment  types 
included  in  the  template  days  that  are  copied  to 
his  template.  The  receiving  template  does  not 
have  to  be  created  before  it  can  be  copied  into. 
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FIGURE  4.3  COPY  TEMPLATE  SCREEN 


QA173  1.0 


4-26 


NOV  1986 


APPOINTING  AND  SCHEDULING  TRAINING  AID 


DATA  CHART  - 

FROM  HCP. 

FROM 

TEMPLATE. 

FROM  DAY. 

TO  HCP. 

TO  TEMPLATE. 

TO  DAY. 


COPY  TEMPLATE  SCREEN 


Name  of  health  care  provider  whose 
template  is  being  copied.  6  char¬ 
acters.  Required  field. 

Name  of  template  from  which  day  is 
being  copied.  4-15  characters. 
Required  field. 

The  number  of  the  day  within  the 
template  that  is  to  be  copied. 
Null  copies  all  days. 

Name  of  health  care  provider  whose 
template  is  receiving  this  modi¬ 
fication.  6  characters.  Required 
field. 

Name  of  template  into  which  this 
modification  is  being  copied.  4-15 
characters.  Required  field. 

The  number  to  be  assigned  to  this 
day  in  the  recipient  template. 
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4.5  To  Copy  a  Template 


A.  To  Copy  One  Template  Day  to  The  Sam 
Template. 

1.  Enter  'S'  at  ENTER  SELECTION  on  the  Ap¬ 
pointing  and  Scheduling  Main  Menu. 
Press  [Return], 

The  Schedule  Menu  is  displayed. 

2.  Enter  'C'  at  ENTER  SELECTION  on  the 
Schedule  Menu.  Press  [Return]. 

The  Copy  Teaplate  Screen  ia  displayed. 
The  cursor  ia  at  FROM  HCP. 

3.  Enter  the  name  of  the  (CP  whose  template 
day  you  wish  to  copy.  Press  [Return]. 

The  cursor  moves  to  FROM  TEMPLATE. 

4.  Enter  the  name  of  the  template  from 
which  you  wish  to  copy  a  day. 

The  cursor  moves  to  FROM  DAY. 

5.  Enter  the  day  of  the  template  you  wish 
to  copy.  Press  [Return], 

The  cursor  moves  to  TO  HCP. 

6.  Enter  the  same  HCP  entered  in  FROM  HCP. 
Press  [Return], 

The  cursor  moves  to  TO  TEMPLATE. 
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7.  Enter  the  same  name  entered  in  FROM 
TEMPLATE.  Press  [Return]. 

The  cursor  moves  to  TO  DAY. 

8.  Enter  the  number  of  the  day  of  the 
template  (1-7)  you  wish  to  copy  the  FROM 
DAY  onto. 

The  cursor  moves  to  ENTER  SELECTION. 

9.  Pres3  [Return]. 

The  process  is  complete.  The  Schedule 
Menu  is  displayed. 

10.  Repeat  the  procedure  described  above  for 
each  additional  copy  you  wish  to  make  of 
the  original  day.  Change  the  TO  DAY 
field  to  each  successive  day  for  which 
the  original  day  is  to  be  copied. 


B.  To  Copy  Days  From  a  Template  or  To  Copy  an 
Entire  Template  To  That 'of  Another  TCP. 

1.  Follow  steps  1  and  2  in  Procedure  A  on 
the  preceding  page. 

2.  With  the  Copy  Template  Screen  displayed 
and  the  cursor  at  HCP,  enter  the  HCP 
whose  template  days  you  wish  to  copy. 
Press  [Return], 

The  cursor  moves  to  FROM  TEMPLATE. 
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3.  Enter  the  name  of  the  template  from 
which  you  wiah  to  copy.  Preaa  [Return], 

The  cursor  moves  to  FROM  DAY. 

4.  Enter  the  day  of  the  template  to  be 
copied.  If  you  wiah  to  copy  the  entire 
template,  leave  thia  field  blank.  Preaa 
[Return]. 

The  cursor  moves  to  TO  HCP. 

5.  Enter  the  name  of  the  HCP  whose  template 
is  receiving  the  day(s)  of  the  original 
template.  Press  [Return]. 

The  cursor  moves  to  TO  TEMPLATE. 

6.  Enter  the  name  of  the  template  receiv¬ 
ing  the  day  (a)  of  the  original  tem¬ 
plate.  Preaa  [Return]. 

The  cursor  moves  to  TO  DAY. 

7.  Enter  the  day  of  the  template  receiving 
the  day.  If  you  wish  to  copy  the  whole 
template  onto  the  receiving  template, 
leave  TO  DAY  blank.  Press  [Return]. 

The  cursor  moves  to  ENTER  SELECTION. 

8.  Press  [Return]. 

The  Schedule  Menu  is  displayed. 

9.  To  copy  another  day  from  the  template, 
begin  the  procedure  again. 
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CREATE/EDIT  SCHEDULES 


The  Create/Edit  Schedule  Screen  is  accessed  by 
selecting  'S'  on  the  Schedule  Menu.  Creating  a 
schedule  consiats  of  two  steps.  First,  you  must 
indicate  the  day  of  the  week  on  which  the  tem¬ 
plate  is  to  begin.  Second,  you  need  to  deter¬ 
mine  how  many  weeks  are  to  be  scheduled  identi¬ 
cally.  A  5-day  template  beginning  on  Monday 
will  create  a  schedule  through  Friday.  However, 
you  can  create  that  same  schedule  for  several 
weeks  by  entering  a  number  greater  than  one  at 
the  NUMBER  OF  WEEKS  field. 

The  Create/Edit  Schedule  Screen  is  also  used  to 
perform  three  schedule  editing  functions.  You 
may  change  an  appointment  type  already  sched¬ 
uled,  delete  an  appointment  type  from  the  sched¬ 
ule,  or  combine  two  half-day  templates  to  create 
a  schedule  day. 
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FIGURE  4.4  CREATE  SCHEDULE  SCREEN 
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DATA  CHART  -  CREATE/EDIT  SCHEDULE  SCREEN 


CLINIC. 


HCP. 


TEMPLATE. 


DAY  OF 
WEEK. 


NUMBER 

OF 

WEEKS. 


Name  of  clinic  for  which  schedule 
is  being  created.  3  characters. 
Required  field. 

Health  Care  Provider  assigned  to 
this  clinic  on  the  day  for  which 
the  schedule  is  being  created.  6 
characters.  Required  field. 

Name  of  template  to  be  applied  to 
create  the  schedule.  4-15  charac¬ 
ters.  Required  field. 

Day  for  which  user  is  creating 
schedule.  There  must  not  be  any¬ 
thing  currently  scheduled  for  thi3 
Clinic/HCP/Date  combination.  1  or 
2  characters.  Required  field. 

The  number  of  times  the  template  i3 
to  be  repeated  for  the  schedule's 
time  period.  1  digit.  Options: 
1-5.  Required  field. 
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4.6  To  Create  a  Schedule 


1.  Enter  'S'  at  ENTER  SELECTION  on  the  Appoint¬ 
ing  and  Scheduling  Main  Menu.  Press 
[Return]. 

The  Schedule  Menu  is  displayed. 

2.  Enter  'S’  at  ENTER  SELECTION  on  the  Schedule 
Menu.  Press  [Return]. 

The  Create  Schedule  Screen  is  displayed, 
with  the  cursor  at  CLINIC. 

3.  Enter  the  clinic  of  the  HCP  for  whom  you  are 
creating  a  schedule. 

The  cursor  moves  to  HCP. 

4.  Enter  the  HCP  for  whom  you  are  creating  a 
schedule.  Press  [Return]. 

The  system  displays  the  message,  BUILDING 
DISPLAY  OF  PROVIDER'S  SCHEDULE.  The  cursor 
moves  to  ENTER  SELECTION.  A  grid  showing 
the  HCP* a  schedule  days  is  displayed  and  at 
the  bottom  of  the  screen  are  the  following 
options: 

1  -  NEXT  PAGE 

2  -  PREVIOUS  PAGE 

3  -  EDIT  SCHEDULE 

4  -  ADD  SCHEDULE 

NOTE:  Dashes  on  the  grid  at  TIME  field  indicate 
that  this  date  has  not  been  scheduled 
yet. 
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5.  Determine  the  day  on  which  you  want  to  begin 
the  new  schedule.  Use  options  1  and  2  to 
display  prior  or  following  dates,  respec¬ 
tively.  Enter  '4*  and  press  [Return], 

The  cursor  moves  to  TEMPLATE  NAME. 

6.  Enter  the  name  of  the  template  you  are  using 
to  create  the  HCP's  schedule.  Press 
[Return]. 

The  cursor  moves  to  DAY  OF  WEEK. 

7.  Enter  the  code  for  the  day(s)  of  the  week  on 
which  the  schedule  will  be  created.  Press 
[Return]. 

The  cursor  moves  to  NUMBER  OF  WEEKS. 

8.  Enter  the  number  of  times  you  want  the  tem¬ 
plate  used  in  the  schedule.  Press  [Return], 

The  system  displays  the  message  DO  YOU  WISH 
TO  START  THIS  SCHEDULE  ON  DDAt4/YY?  The 
date  displayed  is  the  next  day  available  For 
scheduling,  as  you  specified  at  DAY  OF 
WEEK. 
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AM) 


EXAMPLE:  If  your  DAY  OF  WEEK  is  M  (Monday), 
and  your  template  is  4  days  long,  a  NUMBER  OF 
WEEKS  of  1  will  create  a  schedule  through 
Thursday.  A  NUMBER  OF  WEEKS  of  2  will  create 
a  schedule  through  Thursday  for  the  current 
week,  and  from  Monday  through  Thursday  for  the 
following  week.  A  NUMBER  OF  WEEKS  of  3  will 
create  Monday  through  Thursday  schedules  for 
the  current  week  and  the  next  two  consecutive 
weeks.  Friday  through  Sunday  will  remain 
unscheduled  for  those  weeks,  unless  you  sched¬ 
ule  them  separately. 

If  an  HCP  has  two  different  kinds  of  days 
during  a  week,  the  easiest  way  to  create  the 
schedule  may  be  to  use  one-day  templates. 

For  example,  assume  that  Monday,  Wednesday, 
and  Friday  will  be  the  same,  as  will  Tuesday 
and  Thursday.  Enter  the  name  of  a  one-day 
template  at  TEMPLATE  NAME,  enter  MWF  (Monday, 
Wednesday,  Friday)  at  DAY  OF  WEEK;  enter  the 
number  of  weeks  to  be  scheduled  at  NUMBER  OF 
WEEKS.  Using  a  different  template,  create 
schedules  for  Tuesday  and  Thursday  by  entering 
TTH  (Tuesday,  Thursday)  at  DAY  OF  WEEK. 


9.  Enter  'Y'  to  add  the  schedule.  If  you  enter 
'N',  the  system  will  respond  with  the  same 
message,  but  with  a  date  one  week  later  than 
the  date  previously  displayed.  Enter  'Y*  or 
'N'.  Press  [Return], 

The  system  will  display  a  grid  showing  the 
HCP*a  schedule  for  the  next  month.  The 
cursor  moves  to  ENTER  SELECTION. 
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10.  Press  [Return], 

The  system  displays  the  message  DO  YOU  NISH 
TO  FILE  THESE  SCHEDULE  CHANGES? 

11.  Enter  'Y*  to  store  the  changes.  If  you 
enter  'N'#  the  system  allows  you  to  make 
more  changes,  and  store  all  changes  later. 


A. 7  To  Edit  a  Schedule 

A.  To  Change  an  Appointment  Type: 

1.  Follow  steps  1-4  of  the  procedure  from 
Section  4.6  To  Create  a  Schedule. 

The  cursor  moves  to  ENTER  SELECTION.  A  grid 
showing  the  HCP's  schedule  days  is  dis¬ 
played. 

2.  Enter  '3'  at  ENTER  SELECTION.  Press 

[Return]. 

The  cursor  moves  to  DATE. 

3.  Enter  the  date  of  the  schedule  to  which  you 
would  like  to  make  changes. 

The  cursor  moves  to  APPOINTMENT  TIME.  The 
system  displays  the  appointments  created  for 
the  day  you  selected. 

4.  Enter  the  time  of  the  appointment  you  would 
like  to  change. 

The  cursor  moves  to  APPOINTMENT  TYPE.  The 
appointment  type  currently  stored  for  this 
time  slot  is  displayed. 
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5.  Enter  the  new  appointment  type  or  type  over 
the  appointment  type  displayed  to  change  the 
appointment  type.  To  delete  the  appointment 
type,  press  [Clear  Data]. 

The  cursor  moves  to  TEMPLATE. 

NOTE:  This  field  ia  uaed  only  to  add  whole  tem¬ 
plates  to  a  schedule. 

6.  Press  [Return]. 

The  cursor  saves  to  APPOINTMENT  TIME. 

7.  Continue  to  perform  editing  functions,  or 
press  [ENTRY  DONE]. 

The  cursor  moves  to  ENTER  SELECTION. 

0.  Press  [Return]. 

The  system  displays  the  message  DO  YOU  WISH 
TO  FILE  THESE  SCHEDULE  CHANGES? 

9.  Enter  *Y'  to  file  the  changes  or  'N'  to  con¬ 
tinue  to  perform  scheduling  functions. 


B.  To  Add  a  Template  Day: 

1.  Follow  steps  1-4  on  the  procedure  from 
Section  4.6  To  Create  a  Schedule. 

The  cursor  moves  to  ENTER  SELECTION.  A  grid 
showing  the  HCP'a  schedule  days  is  dis¬ 
played. 

2.  Enter  *3*  at  ENTER  SELECTION.  Press 

[Return], 

The  cursor  moves  to  DATE. 
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3.  Enter  the  date  at  which  you  want  to  add  a 
template  day.  Press  [Return]. 

NOTE:  This  procedure  can  only  be  used  with 
one-day  templates. 

The  cursor  moves  to  APPOINTMENT  TIME. 

4.  Press  [Return]. 

The  cursor  moves  to  APPOINTMENT  TYPE. 

5.  Press  [Return]. 

The  cursor  moves  to  TEMPLATE. 

6.  Enter  the  name  of  the  template  to  be  added 
to  that  day.  Press  [Return]. 

The  system  displays  the  template  day.  The 
cursor  moves  to  APPOINTMENT  TIME. 

7.  Press  [Entry  Done]. 

The  cursor  moves  to  ENTER  SELECTION. 

8.  Press  [Return], 

The  system  displays  the  message  DO  YOU  NISH 
TO  FILE  THESE  SCHEDULE  CHANGES? 

9.  Enter  'Y'  to  file  the  changes  or  'N'  to  con¬ 
tinue  to  perform  scheduling  functions. 
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5.  MODIFYING  SCHEDULES 


INTRODUCTION 


The  functions  accessed  from  the  Modify  Schedules 
Menu  are  used  to  make  changes  to  existing  sched¬ 
ules.  Once  created,  schedules  are  difficult  to 
modify,  so  take  care  to  provide  accurate  and 
appropriate  schedules  that  will  not  reguire  sub¬ 
stantial  changes  later. 

The  Cancel  Schedule  Screen  allows  you  to  cancel 
portions  of  an  HCP's  schedule.  You  may  cancel 
entire  days  of  a  schedule  or  a  portion  of  one  or 
more  days.  Performing  the  Cancel  Schedule  func¬ 
tion  makes  it  impossible  to  book  appointments  to 
the  cancelled  portion  of  the  schedule. 

The  Cancel  Schedule  screen  also  allows  you  to 
delete  schedules  from  the  system.  This  is  use¬ 
ful  when  you  wish  to  not  only  void  an  existing 
schedule,  but  also  create  a  new  one  in  its 
place.  While  cancelling  a  schedule  prevents 
booking  appointments  on  that  schedule,  it  also 
keeps  a  new  schedule  from  being  created  for  that 
time  period.  Before  you  can  create  a  new  sched¬ 
ule  for  a  period  in  which  another  existed,  the 
old  schedule  must  be  cancelled  and  deleted. 

The  F reeze  Schedule  Screen  should  be  used  when 
there  is  some  doubt  as  to  whether  the  HCP  will 
be  able  to  see  some  portion  of  the  appointments 
already  scheduled.  This  function  prevents  un¬ 
booked  appointments  from  being  booked  for  entire 
days  or  portions  of  days.  Unlike  the  Cancel 
Schedule  function,  the  Freeze  Schedule  function 
is  not  permanent. 
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The  'frozen*  portions  of  the  schedule  are  not 
deleted  from  the  system.  When  HCP  svailability 
or  nonavailability  is  finalized,  the  frozen 
portion  of  the  schedule  can  be  unfrozen  for 
booking  or  deleted  from  the  system. 

The  Unfreeze  Schedule  Screen  is  used  only  to 
'unfreeze*  for  booking  those  appointment  slots 
frozen  in  the  Freeze  Schedule  procedure.  The 
portions  of  the  schedule  that  were  'frozen'  can 
be  'unfrozen*  by  the  Unfreeze  Schedules  Screen, 
making  them  again  available  for  booking. 

Use  the  Change  Scheduled  HCP  Screen  to  sub¬ 
stitute  one  HCP  with  another  for  one  day's 
schedule  in  a  clinic. 
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CANCELLING  SCHEDULES 


The  Cancel  Schedule  Screen  is  accessed  by 
selecting  option  'C'  from  the  Modify  Schedule 
Menu.  Use  the  Cancel  Schedule  Screen  to  remove 
any  portion  of  an  HCP's  schedule  from  the 
system. 

To  cancel  a  day  or  days  from  the  schedule,  com¬ 
plete  the  FROM  DATE,  THRU  DATE,  and  REASON 
fields,  and  leave  the  FROM  TIME  and  THRU  TIME 
fields  empty.  To  eliminate  the  appointments  for 
a  part  of  a  day,  or  for  the  same  part  of  several 
days,  complete  all  the  fields. 

Cancelling  a  schedule  prevents  patients  from 
being  booked  into  appointments  on  that  schedule 
and  also  prevents  another  schedule  from  being 
created  during  that  time  period  for  the  same 
HCP.  To  create  a  new  schedule  you  must  first 
delete  the  old.  The  Cancel  Schedule  Screen 
displays  a  message  allowing  you  to  delete  a 
schedule  after  you  have  cancelled  it. 

If  patients  were  booked  to  a  schedule  you  are 
cancelling,  an  appointment  roster  will  be 
printed  listing  those  patients  so  that  they  may 
be  notified.  If  no  patients  were  booked  for  the 
schedule,  you  will  be  given  the  opportunity  to 
delete  it. 

The  Cancel  Schedule  Screen  performs  a  function 
different  from  the  Freeze  Schedule  Screen;  the 
former  eliminates  the  schedule,  the  latter  makes 
the  schedule  temporarily  unavailable  for 
booking. 
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FIGURE  5.1  CANCEL  SCHEDULE  SCREEN 
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DATA  CHART 

CLINIC. 

HCP. 

FROM  DATE. 

THRU  DATE. 

FROM  TIME. 

THRU  TIME. 

CANCEL 

REASON. 
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-  CANCEL  SCHEDULE  SCREEN 


Name  of  clinic  in  which  the 
schedule  is  to  be  cancelled. 
3  characters.  Required  field. 

Name  of  health  care  provider.  6 
characters.  Required  field. 

The  first  date  in  a  series  of 
schedule  days  to  be  cancelled.  11 
characters.  Default  is  current 
date.  Required  field. 

The  last  date  in  a  series  of  sched¬ 
ule  days  to  be  cancelled.  11 
characters.  Default  is  current 
date.  Required  field. 

The  earliest  time  slot  to  be  can¬ 
celled.  4  digits. 

The  latest  time  slot  to  be  can¬ 
celled.  4  digits. 

The  code  representing  the  reason 
for  the  cancel lotion.  3  charac¬ 
ters.  Required  field. 
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5.1  To  Cancel  a  Schedule 


1.  Access  the  Cancel  Schedule  Screen  by  enter¬ 
ing  'S'  at  ENTER  SELECTION  on  the  Appointing 
and  Scheduling  Main  Menu.  Pre8a  [Return]. 

The  Schedule  Menu  ia  displayed. 

2.  Enter  'M*  at  ENTER  SELECTION  on  the  Schedule 
Menu.  Pre8a  [Return]. 

The  Modify  Schedules  Menu  ia  displayed. 

3.  Enter  'C*  at  ENTER  SELECTION  on  the  Modify 
Schedules  Menu.  Press  [Return]. 

The  Cancel  Schedule  Screen  ia  displayed, 
with  the  cursor  at  CLINIC. 

4.  Enter  the  CLINIC  for  which  the  schedule  you 
wish  to  cancel  is  active. 

The  cursor  aovea  to  HCP. 

5.  Enter  the  HCP  whose  schedule  you  wish  to 
cancel.  Press  [Return]. 

The  cursor  aovea  to  FROM  DATE. 

6.  Enter  the  first  day  of  the  period  you  wish 
to  cancel.  Press  [Return]. 

The  cursor  aovea  to  THRU  DATE. 

7.  Enter  the  final  day  of  the  period  you  wish 
to  cancel.  Press  [Return], 
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The  cursor  moves  to  FROM  TIME. 

NOTE:  To  cancel  the  entire  schedule  for  the 
period  you  have  indicated  in  the  FROM 
DATE  and  THRU  DATE  fields,  leave  FROM 
TIME  and  THRU  TIME  empty. 

8.  To  cancel  parts  of  the  day(s)  indicated,  en¬ 
ter  the  first  appointment  time  in  the  period 
you  wish  to  cancel.  Press  [Return]. 

The  cursor  moves  to  THRU  TIME. 

9.  Enter  the  last  appointment  time  of  the  per¬ 
iod  you  wish  to  cancel  in  the  day(s)  you 
have  indicated  above.  Press  [Return]. 

The  cursor  moves  to  CANCEL  REASON. 

10.  Enter  the  reason  why  you  are  cancelling  the 
schedule. 


Two  options  are  possible: 

A.  The  system  displays  the  message  PATIENTS 
BOOKED  -  MILL  PRINT  APPOINTMENT  ROSTER  - 
CONTINUE  NITH  CANCEL? 

Enter  'Y'  to  cancel  the  schedule,  'N'  to 
discontinue  the  procedure. 

NOTE:  CANCELLING  A  SCHEDULE  results  in  the 
booked  appointments  being  recorded  as 
cancellations  during  check-in.  These 
cancellations  are  reflected  on  the  report 
of  the  HCP  Statistics  Report.  You  will 
be  unable  to  create  a  new  schedule  for 
the  same  HCP/Date(s) /Clinic. 
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If  you  cancel  a  achedule  containing 
booked  appointments,  the  system  will 
print  a  liat  of  the  patienta  affected  so 
that  they  may  be  notified. 

B.  The  systea  displays  the  message  NO  PATIENTS 
BOOKED  -  DELETE  SCHEDULE? 

Enter  'Y*  to  delete  the  schedule,  'N'  to 
cancel  the  8chedule  only. 


NOTE}  DELETING  A  SCHEDULE  results  in  the  sched¬ 
ule  being  erased  from  Ihe  system.  No 
record  of  the  schedule  will  exist. 


The  cursor  moves  to  ENTER  SELECTION. 

11.  To  conclude  the  Cancel  Schedule  procedure, 
press  [Return]. 

The  Schedule  Menu  is  displayed. 

12.  To  cancel  schedules  for  a  different  HCP,  or 
to  cancel  different  schedule  dates  and  times 
for  the  same  HCP,  you  must  access  the  Cancel 
Schedule  Screen  again. 
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FREEZING  SCHEDULES 


The  Freeze  Schedule  Screen  is  accessed  by 
selecting  option  *F'  from  the  Modify  Schedule 
Menu. 

Freezing  a  part  of  a  schedule  does  not  remove 
that  part  of  the  schedule  from  the  system's 
memory,  but  does  prevent  that  part  of  the 
schedule  from  being  booked  with  additional 
appointments.  This  function  may  be  used  when  an 
HCP  is  not  sure  that  he  or  she  will  be  available 
to  conduct  all  of  the  appointments  for  which  he 
or  she  is  scheduled. 

Entire  days  or  parts  of  day(s)  can  be  frozen, 
based  on  the  fields  completed. 
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FIGURE  3.2  FREEZE  SCHEDULE  SCREEN 
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FREEZE  SCHEDULE  SCREEN 


Name  of  clinic  in  which  the  sched¬ 
ule  to  be  frozen  is  active.  3 
characters.  Required  field. 

Name  of  health  care  provider.  6 
characters.  Required  field. 

The  first  date  in  a  series  of  days 
to  be  frozen.  11  characters. 

Required  field. 

The  last  date  in  a  series  of  days 
to  be  frozen.  11  characters. 

Required  field. 

The  earliest  time  slot  to  be  fro¬ 
zen.  A  digits. 

The  latest  time  slot  to  be  frozen. 
4  digits. 

The  code  representing  the  reason 
for  freezing  the  schedule.  3 
characters.  Required  field. 
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5.2  To  Freeze  i  Schedule 


1.  Access  the  Freeze  Schedule  Screen  by  enter¬ 
ing  'S'  at  ENTER  SELECTION  on  the  Appointing 
end  Scheduling  Hein  Menu.  Press  [Return]. 

The  Schedule  Menu  is  displsyed. 

2.  Enter  'M'  st  ENTER  SELECTION.  Press 
[Return]. 

The  Modify  Schedule  Menu  is  displsyed. 

3.  Enter  'F*  st  ENTER  SELECTION  on  the  Modify 
Schedule  Menu.  Press  [Return]. 

The  Freeze  Schedule  Screen  is  displsyed, 
with  the  cursor  st  CLINIC. 

4.  Enter  the  nsee  of  the  clinic  in  which  the 
schedule  you  wish  to  freeze  is  active. 

The  cursor  eoves  to  HCP. 

5.  Enter  the  HCP  whose  schedule  you  wish  to 
freeze.  Press  [Return]. 

The  cursor  eoves  to  FROM  DATE. 

6.  Enter  the  first  day  of  the  period  of  the 
schedule  you  wish  to  freeze.  Press 
[Rsturn]. 

The  cursor  eoves  to  THRU  DATE. 
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7.  Enter  the  last  day  of  the  period  of  the 
achedule  you  wish  to  freeze.  Press 
[Return]. 

The  cursor  Moves  to  FROM  TIME. 

8.  To  freeze  the  entire  day(s)  of  the  period 
you  have  indicated,  leave  FROM  TIME  and  THRU 
TIME  blank. 

To  freeze  parts  of  the  day(s)  of  the  period 
you  have  indicated,  enter  the  first  appoint¬ 
ment  time  of  the  period  you  wish  to  freeze. 
Press  [Return]. 

The  cursor  moves  to  THRU  TINE. 

9.  Enter  the  last  appointment  time  of  the 
period  you  wish  to  freeze.  Press  [Return]. 

The  cursor  moves  to  FREEZE  REASON. 

10.  Enter  the  code  representing  the  reason  you 
are  freezing  the  schedule. 

The  cursor  moves  to  ENTER  SELECTION. 

11.  Press  [Return]. 

The  Modify  Schedules  Menu  is  displayed. 


NOTE:  To  freeze  one  appointment,  enter  the 
starting  time  of  the  appointment  in  FROM 
TIME  and  THRU  TIME.  If  you  enter  the 
next  appointment  ’  8  Start  Time  in  THRU 
TIME,  it  will  freeze  through  that 
appointment  as  well. 
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UNFREEZING  SCHEDULES 


The  Unfreeze  Schedule  Screen  is  accessed  by 
selecting  'U *  on  the  Modify  Schedule  Menu.  It 
is  used  to  make  available  for  -booking  those 
appointments  that  were  frozen  in  the  Freeze 
Schedule  procedure. 

Like  the  Freeze  Schedule  Screen,  the  Unfreeze 
Schedule  Screen  affects  entire  days  or  portions 
of  one  or  more  days. 
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DATA  CHART 

CLINIC. 

HCP. 

FROM  DATE. 

THRU  DATE. 

FROM  TIME. 

THRU  TIME. 


UNFREEZE  SCHEDULE  SCREEN 


Name  of  clinic  to  be  unfrozen. 
3  characters.  Required  field. 

Name  of  health  care  provider.  6 
characters.  Required  field. 

The  first  in  a  series  of  days  to  be 
unfrozen.  11  characters.  Required 
field. 

The  last  in  a  series  of  days  to  be 
unfrozen.  11  characters.  Required 
field. 

The  earliest  time  slot  to  be  un¬ 
frozen.  4  digitb. 

The  latest  time  slot  to  be  un¬ 
frozen.  4  digits. 
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5.3  To  Unfreeze  a  Schedule 


1.  Access  the  Unfreeze  Schedule  Screen  by  en¬ 
tering  'S'  st  ENTER  SELECTION  on  the 
Appointing  and  Scheduling  Main  Menu.  Press 
[Return]. 

The  Schedule  Menu  ie  displayed. 

2.  Enter  'M*  at  ENTER  SELECTION  on  the  Schedule 
Menu.  Press  [Return]. 

The  Modify  Schedule  Menu  is  displayed. 

3.  Enter  ’U*  at  ENTER  SELECTION  on  the  Modify 
Schedule  Menu.  Press  [Return], 

The  Unfreeze  Schedule  Screen  ie  displayed 
with  the  cursor  at  CLINIC. 

4.  Enter  the  naae  of  the  clinic  for  which  the 
schedule  you  wish  to  unfreeze  was  created. 

The  cursor  aoves  to  HCP. 

5.  Enter  the  name  of  the  HCP  whose  schedule  you 
wish  to  unfreeze.  Press  [Return]. 

The  cursor  aoves  to  FROM  DATE. 

6.  Enter  the  first  day  in  the  period  you  wish 
to  unfreeze.  Press  [Return]. 

The  cursor  aoves  to  THRU  DATE. 
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7.  Enter  the  last  day  of  the  period  you  wish  to 
unfreeze.  Press  [Return]. 

The  cursor  moves-  to  FROM  TIME. 

NOTE;  To  unfreeze  an  entire  day(s)  of  a  sched¬ 
ule,  leave  FROM  TIME  and  THRU  TIME  empty. 

8.  To  unfreeze  portions  of  day(s),  enter  the 
starting  time  of  the  first  appointment  in 
the  period  you  wish  to  unfreeze.  Press 
[Return]. 

The  cursor  moves  to  THRU  TIME. 

9.  Enter  the  starting  time  of  the  last  appoint¬ 
ment  in  the  period  you  wish  to  unfreeze. 
Press  [Return]. 

The  cursor  moves  to  ENTER  SELECTION. 

10.  Press  [Return], 

The  Modi fy  Schedules  Menu  is  displayed. 
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CHANGING  THE  SCHEDULED  HCP 


The  Change  Scheduled  HCP  Screen  is  accessed  by 
selecting  option  'H*  from  the  Modify  Schedules 
Menu.  The  screen  is  used  to  substitute  one  HCP 
with  another  for  one  day's  schedule  in  a  clinic. 

It  is  important  to  remember  that  the  substitute 
HCP  must  be  profiled  for  all  of  the  appointment 
types  that  the  normal  HCP  was  scheduled  to  con¬ 
duct  on  that  day.  Until  the  substitute  HCP  is 
profiled,  it  will  be  impassible  to  make  the 
substitution. 

Also  note  that  the  schedule  for  the  'new'  HCP 
may  not  have  been  designed  with  the  same  clinic 
habits  in  mind.  He  or  she  may  conduct  the  same 
types  of  appointments  as  the  regular  HCP,  but 
spend  different  amounts  of  time  on  each.  For 
the  substitution  day,  he  or  she  is  expected  to 
conduct  the  clinic  appointments  in  the  scheduled 
order  and  at  the  scheduled  appointment  start 
times. 

If  the  new  HCP  already  has  a  schedule  with 
booked  appointments,  the  system  will  ask  you  to 
confirm  that  the  two  schedules  should  be  merged. 
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FIGURE  3.4  CHANGE  SCHEDULED  HCP  SCREEN 
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DATA  CHART 

CLINIC. 

DATE. 

HCP. 

NEW  HCP. 


CHANGE  SCHEDULED  HCP  SCREEN 


Clinic  name.  3  characters.  Re¬ 

quired  field. 

Date  on  which  new  HCP  is  to  be 
substituted.  11  characters.  Re¬ 
quired  Health  Care  Provider. 

6  characters.  Required  field. 

6  characters.  Required  field. 
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5.4  To  Change  the  Scheduled  HCP 


1 .  Access  the  Chsnge  Scheduled  HCP  Screen  by 
entering  'S'  st  ENTER  SELECTION  on  the  Ap¬ 
pointing  end  Scheduling  Mein  Menu.  Press 
[Return]. 

The  Schedule  Menu  ia  displayed. 

2.  Enter  'M*  at  ENTER  SELECTION  on  the  Schedule 
Menu.  Press  [Return]. 

The  Modify  Schedules  Menu  ia  displayed. 

3.  Enter  'H'  at  ENTER  SELECTION  on  the  Modify 
Schedules  Menu.  Press  [Return]. 

The  Change  Scheduled  HCP  Screen  ia  dis¬ 
played,  with  the  cursor  at  CLINIC. 

4.  Enter  the  CLINIC  in  which  the  HCP  change  is 
to  occur. 

The  cursor  eaves  to  DATE. 

5.  Enter  the  date  on  which  the  HCP  change  will 
take  place.  Press  [Return]. 

The  cursor  novea  to  HCP. 

6.  Enter  the  HCP  currently  scheduled  for  the 
clinic/date  specified. 

The  cursor  aoves  to  NEW  HCP. 

7.  Enter  the  HCP  who  is  to  be  substituted  for 
the  scheduled  HCP. 

The  cursor  aoves  to  ENTER  SELECTION. 
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Three  system  responses  sre  possible: 

i  A.  The  NEW  HOP  is  slresdy  scheduled  for  that 

day. 

The  system  will  display  the  statement  and 
query  HCP  IS  ALREADY  SCHEDULED  FOR  THAT 
DAY.  tCRGE  SCHEDULES?  Enter  'Y'  to 
complete  the  change. 


B.  The  system  will  display  the  ststement  HCP 
PROFILE  NOT  ENTERED  FOR  THIS  APPOINTMENT 
TYPE. 

Either  select  a  new  HCP  who  is  profiled  for 
all  of  the  appointment  types  present  in  the 
schedule,  or  re-profile  the  NEW  HCP,  and  at¬ 
tempt  the  Change  Scheduled  HCP  process 
again. 


C.  The  system  accepts  the  replacement,  and  the 
cursor  moves  to  ENTER  SELECTION. 

Press  [Return]. 

The  Modify  Schedule  Menu  is  displayed. 
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6.  PERFORMING  PATIENT  CHECK-INS 

INTRODUCTION 


The  Check-In  function  allows  you  to  make  a  rec¬ 
ord  of  booked  appointment  statuses  at  the  end  of 
each  day.  Use  the  Check-In  Individual  Patients 
Screen  to  make  a  record  of  those  patients  who 
did  not  keep  a  booked  appointment,  or  who  have 
kept  the  appointment  but  were  ssen  by  an  HCP 
different  from  the  one  they  were  booked  to  see. 

To  record  patients  who  missed  an  appointment, 
enter  ’NS’  (No  Show)  at  the  APPOINTMENT  STATUS 
field  on  the  Check-In  Patients  Screen.  The  HCP 
SEEN  field  is  used  for  patients  who  were  seen  by 
an  HCP  different  from  the  one  they  were  booked 
to  see.  Complete  the  Check-In  Patients  Screen 
at  the  end  of  each  day  after  processing  Walk-In 
patients. 

Use  the  Register  Walk-Ins  Screen  to  record  ap¬ 
pointments  for  walk-in  patients,  who  did  not 
book  an  appointment  in  advance.  This  screen 
works  in  conjunction  with  the  PTID  Screen  and 
the  Outpatient  Registration  Screen  to  ensure 
that  a  complete  record  is  created  for  every  pa¬ 
tient  seen  in  the  clinic.  To  give  walk-in  pa¬ 
tients  a  Kept  status,  complete  the  Register 
Walk-Ins  procedure  before  beginning  the  Batch 
Check-In  function.  Use  the  Batch  Check-In 
Screen  to  record  all  remaining  patients  as  K 
(Kept). 
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CHECKING-IN  SCHEDULED  PATIENTS 


Access  the  Check-In  PatientB  Screen  by  selecting 
option  'K'  from  the  Check-In  Menu. 

The  Check-In  Patients  Screen  is  used  at  the  end 
of  a  day  to  record  the  status  of  every  appoint¬ 
ment  conducted  8t  the  clinic.  To  do  this,  first 
make  a  written  record  of  those  patients  who 
missed  their  appointments.  Complete  the  clinic 
information  at  the  top  of  the  screen. 

If  only  one  patient  was  booked  at  a  particular 
appointment  time,  the  name  will  display  and  the 
cursor  will  move  to  STATUS.  Change  the  status 
to  'NS*  for  "No  Show"  patients. 

If  more  than  one  patient  was  booked  for  that 
appointment  time  (i.e.,  overbooked  or  group 
appointments),  a  list  of  patients  to  select  from 
will  be  displayed. 
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FIGURE  6.1  THE  CHECK-IN  PATIENTS  SCREEN 
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DATA  CHART 

CLINIC. 

HCP. 

APPOINTMENT 

DATE. 

APPOINTMENT 

PATIENT. 

APPOINTMENT 

STATUS. 

HCP  SEEN. 


CHECK-IN  PATIENTS  SCREEN 


Clinic  for  which  check-in  is  to  be 
processed.  3  chsracters.  Required 
field. 

HCP  the  patient  was  scheduled  to 
see.  6  characters.  Required 
field. 

Date  for  which  check-in  is  to  be 
processed.  11  characters.  Re¬ 
quired  field. 

Time  the  patient  was  scheduled  to 
be  seen  by  an  HCP.  A  characters. 

Patient's  name.  Display  only. 

Designation  of  whether  the  patient 
kept  his  or  her  appointment. 
Required  field.  Only  "NS"  or  "K" 
are  accepted. 

HCP  the  patient  actually  saw. 
Defaults  to  the  HCP  above  unless 
changed.  Required  field. 
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6.1  To  Chock-In  Pat loot a 


1.  Access  the  Check-In  Patients  Screen  by 
entering  *K'  at  ENTER  SELECTION  on  the 
Appointing  and  Scheduling  Main  Menu.  Press 
[Return]. 

The  Check-In  Menu  is  displayed. 

2.  Enter  'K*  at  ENTER  SELECTION  on  the  Check-In 
Patients  Menu.  Press  [Return]. 

The  Check-In  Patients  Screen  is  displayed 
with  the  cursor  at  CLINIC. 

3.  Enter  the  clinic  for  which  you  are  process¬ 
ing  patients. 

The  cursor  novas  to  HCP. 

4.  Enter  the  HCP  whose  patients  you  are  pro¬ 
cessing. 

The  cursor  moves  to  APPOINTMENT  DATE. 

5.  Enter  the  date  for  which  you  are  processing 
patients.  This  should  be  today's  date. 
Press  [Return]. 

The  cursor  eoves  to  APPOINTMENT  TIME. 

6.  Press  [Help]  for  a  list  of  the  day's 
appointments  and  their  statuses.  Enter  the 
APPOINTMENT  TIME  of  the  patient  you  are 
processing. 
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The  name  of  the  patient  booked  for  that  time 
will  be  displayed,  as  well  as  the  appoint¬ 
ment  status  and  HCP.  The  cursor  is  at 
APPOINTMENT  STATUS. 

7.  Enter  the  appointment  status  if  it  differs 
from  the  one  displayed.  Press  [Return]. 

The  cursor  moves  to  HCP  SEEN. 

8.  Enter  the  HCP  seen  if  the  data  differs  from 
that  displayed. 

The  cursor  moves  to  ENTER  SELECTION. 

9.  To  perform  more  check-ins,  enter  ALL.  Press 
[Return]. 

To  record  the  check-in  and  return  to  the 
Check-In  Menu,  press  [Return]. 

The  Check-In  Menu  la  displayed. 

10.  To  perform  additional  check-ins,'  follow  the 
procedure  above,  changing  field  data  to 
reflect  the  appointment  (s)  you  wish  to 
check-in. 
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REGISTERING  WALK-IN  PATIENTS 


The  Register  Walk-Ins  Screen  is  accessed  by 
selecting  option  'W'  from  the  Check-In  Menu. 

This  screen  is  used  at  the  end  of  each  day  to 
record  the  patients  who  have  visited  the  clinic 
without  booked  appointments.  These  patients 
were  not  booked  when  they  arrived  because  of 
time  constraints  at  the  clinic,  or  because  no 
terminal  was  available  there. 

It  ia  important  to  conduct  the  Register  Walk-Ins 
function  before  performing  the  Batch  Check-In 
Appointment  function. 
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FIGURE  6.2  REGISTER  MALK-INS  SCREEN 
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DATA  CHART  -  REGISTER  WALK-INS  SCREEN 


PATIENT.  Displays  patient  name. 

CLINIC.  Clinic  for  which  walk-in  is  to  be 

processed.  3  characters.  Required 
field. 

APPOINTMENT  Date  for  which  walk-in  is  to  be 

DATE.  processed.  11  characters.  Re¬ 

quired  field. 

HCP.  HCP  name.  6  characters.  Required 

field. 

APPOINTMENT  The  time  patient  was  seer,  by  an 

TIME.  HCP.  4  characters. 

PATIENT.  Patient' 8  name. 

APPOINTMENT  Type  of  Appointment  for  which  the 

TYPE.  patient  was  seen.  3  characters. 

Required  field. 

REFERRAL.  The  name  of  the  HCP  or  Clinic  who 

referred  the  patient t  if  any.  En¬ 
ter  when  the  appointment  type  re¬ 
quires  a  referral.  A  referral  can 
be  either  from  a  clinic  (entered  as 
'C*Name  of  Clinic')  or  from  a  HCP 
( 'H*Name  of  HCP'). 

APPOINTMENT  The  reason  for  the  appoint.aent.  20 

REASON.  characters. 
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6.2  To  Register  Walk-Ins 


1.  Access  the  Register  Wslk-Ins  Screen  by 
entering  'K1  on  the  Appointing  end  Schedul¬ 
ing  Msin  Menu.  Press  [Return]. 

The  Check-In  Menu  is  displeyed. 

2.  Enter  'W'  st  ENTER  SELECTION  on  the  Check-In 
Menu.  Press  [Return]. 

The  PTID  Screen  is  displeyed  with  the  cursor 
st  NAME. 

3.  Identify  the  pstient  (See  Section  2.1y  To 
Record  Patient  Identification  Information). 

The  Outpatient  Registration  Screen  is  dis¬ 
played. 

A.  Edit  patient  registration,  if  necessary.  If 
you  are  registering  a  new  patient,  complete 
the  entire  screen  (see  section  2.3,  Regis¬ 
tering  a  New  Patient).  Press  [Return]  at 
ENTER  SELECTION. 

The  Register  Nalk-Ins  Screen  is  displeyed 
with  the  cursor  at  CLINIC. 

3.  Enter  the  clinic  in  which  you  wish  to  regis¬ 
ter  walk-in  patients. 

The  cursor  moves  to  HCP. 

6.  Enter  the  HCP  whose  patients  you  are  regis¬ 
tering.  Press  [Return], 

The  cursor  moves  to  APPOINTMENT  DATE. 
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7.  Enter  the  date  for  which  you  are  registering 
walk-in  patients.  This  should  be  today's 
date.  Press  [Return]. 

The  cursor  Moves  to  APPOINTMENT  TWC. 

8.  Enter  the  time  the  patient  was  seen  .by  the 
HCP. 

The  cursor  Moves  to  APPOINTMENT  TYPE. 

9.  Enter  the  type  of  appointment  conducted. 

The  cursor  Moves  to  REFERRAL. 

10.  Enter  the  name  of  the  referring  HCP  or  clin¬ 
ic,  if  any.  Press  [Return]. 

The  cursor  Moves  to  APPOINTMENT  REASON. 

11.  Enter  the  reason  for  the  appointment.  Press 
[Return]. 

The  cursor  Moves  to  ENTER  SELECTION. 

12.  Press  [Return]. 

The  PTID  Screen  is  displayed. 

13.  To  record  additional  walk-ins,  identify  the 
patient  and  follow  the  procedure  above.  To 
exit  the  function,  press  [Entry  Done]  and 
[Return], 
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batch  check-in 


Batch  check-in  allows  you  to  check 
patients  booked  at  a  clinic  in 
After  you  record  those  patients  wh 
appointment,  or  whose  appointment  was 
or  who  were  walk-ina,  the^ system  can 
other  appointments  as  K  (Kept), 
Batch  Check-In  Screen. 


in  all  the 

procedure . 
missed  an 
cancelled, 
record  all 
using  the 
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FIGURE  6.3  BATCH  CHECK-IN  SCREEN 
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DATA  CHART  -  BATCH  CHECK-IN  SCREEN 


CLINIC. 

Clinic  for 

processed. 

field. 

which  check-in 
3  characters. 

is  to  be 
Required 

HCP. 

HCP  name . 
field. 

6  characters. 

Required 

APPOINTMENT 

Date  for 

which  check-in 

is  to  be 

DATE. 

processed. 

field. 

11  characters. 

Required 
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6.3  To  Par fora  Batch  Chacfc-Ina 


1.  Access  the  Batch  Check-In  Screen  by  entering 
•K'  at  ENTER  SELECTION  on  the  Appointing  and 
Scheduling  Main  Menu.  Press  [Return]. 

The  Check-In  Menu  ia  displayed. 

2.  Enter  'B'  at  ENTER  SELECTION  on  the  Check-In 
Menu.  Preaa  [Return]. 

The  Batch  Check-In  Screen  ia  diaplayed  with 
the  curaor  at  CLINIC. 

3.  Enter  the  code  for  the  clinic  for  which  you 
are  perforating  check-in. 

The  curaor  aovea  to  HCP. 

A.  Enter  the  HCP  whose  patients  you  are  check¬ 
ing  in.  Preaa  [Return]. 

The  curaor  aovea  to  APPOINTMENT  DATE. 

5.  Enter  the  date  for  which  you  are  perforating 
check-in.  Preaa  [Return]. 

The  curaor  aovea  to  ENTER  SELECTION. 

6.  Preaa  [Return]  to  record  the  Batch  check-in. 
The  Check-In  Menu  Screen  ia  displayed. 
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7.  APPOINTING  AND  SCHEDULING  REPORTS 


INTRODUCTION 

The  Appointing  and  Scheduling  reports  provide  a 
wide  range  of  data  concerning  patient  registra¬ 
tion  information  and  appointments,  HCP  sched¬ 
ules,  and  the  system  activity  performed  by 
clinic  personnel.  In  addition,  the  reports 
function  enables  you  to  create  charge  out/ 
routing  cards  to  assist  in  your  MTF's  record 
retrieval  procedure. 

Nhen  requesting  teports,  keep  in  mind  these 
basic  principles: 

1.  All  report  request  screens  are  accessed 
through  the  Appointing  and  Scheduling  Report 
Menu. 

This  menu  is  accessed  by  selecting  'R'  on 
the  Appointing  and  Scheduling  Main  Menu. 

2.  All  reporta  are  not  necessarily  available  to 
all  clinic  personnel. 

On  the  Appointing  and  Scheduling  Reports 
Main  Menu,  submenus  are  displayed  that  allow 
access  to  different  groups  of  reports.  Each 
group  contains  reports  of  a  specific  cate¬ 
gory.  The  system  manager  of  your  MTF  will 
determine  which  of  these  submenus,  and 
therefore  which  of  the  reports  are  available 
to  each  AQCESS  terminal  in  your  MTF. 
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3.  The  aore  specific  the  screen  input,  the 
smaller  the  report. 

This  eeans  that  if  you  want  a  short  report 
about  an  individual  or  clinic,  you  Must 
describe  the  specific  individual  or  clinic 
within  the  fields  provided.  Also,  you  Must 
specify  the  tine  period  for  which  you  are 
requesting  information.  For  example,  if  you 
want  the  appointment  roster  for  a  certain 
HTF  clinic  for  a  particular  week,  you  must 
specify  both  the  clinic  and  the  date  range. 
If  you  only  want  reports  for  appointments  of 
a  specific  status,  i.e.,  B  (Booked)  or  C 
(Cancelled),  enter  that  type  at  the  APPOINT¬ 
MENT  STATUS  field. 

A.  The  lees  specific  the  screen  input,  the 
larger  the  report. 

This  means  that  if  you  leave  fields  blank, 
the  report  you  get  for  that  request  will  be 
larger  than  if  you  had  filled  in  all  the 
fields.  For  example,  if  you  leave  the 
APPOINTMENT  STATUS  field  blank,  appointments 
of  every  status  will  be  printed. 

5.  Leaving  the  PRINTER  COPIES  field  blank 
allows  you  to  view  the  report  requested  on 
your  terminal  screen.  No  copies  are 
printed. 

6.  When  entering  information  on  any  screen  you 
must  fill  in  the  required  fields. 

If  you  try  to  leave  a  required  field  blank, 
the  cursor  will  not  move  beyond  that  field, 
and  the  message  REQUIRED  FIELD  will  be  dis¬ 
played  at  the  bottom  of  the  screen.  If  you 
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(do  not  understand  what  information  to  enter 

into  the  field,  consult  the  description  of 
the  report,  or  press  [Help]  with  the  cursor 
at  the  field  in  question. 

7.  Two  reports,  the  Registration  Report  and  the 
Medical  Summary  Report,  require  the  system 
to  perform  a  massive  database  compilation. 

There  will  be  a  time  delay  between  request¬ 
ing  the  report  and  the  initiation  of  the 
printing.  During  this  time  you  will  be  able 
to  perform  additional  system  functions  on 
your  terminal;  however,  until  the  report  is 
printed,  no  other  reports  will  be  available 
from  the  printer  assigned  to  your  terminal. 
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APPOINTMENT  ROSTER  REPORT 


The  Appointment  Roster  Report  shows  a  clinic  snd 
an  HCP's  appointment  schedule  for  the  date  range 
specified.  Included  in  the  report  is  informa¬ 
tion  about  the  patients  booked  into  the  clinic 
and  the  appointments  for  which  they  are  booked. 

The  Appointment  Roster  Report  Request  Screen 
will  provide  individual  reports  based  upon  the 
information  entered  on  the  screen.  The  contents 
of  a  report  will  vary,  depending  on  the  fields 
completed.  For  example,  if  you  want  to  view  the 
appointment  roster  for  all  the  HCPs  in  a  given 
clinic,  specify  the  clinic  in  the  CLINIC  field 
but  leave  the  HCP  field  blank  when  requesting 
the  reports. 


QA173 


1.0 


7-4 


NOV  1986 


a 

i 

! 

I; 

! 

i 

i 

! 


$ 

1 

I 

s 


FIGURE  7.1  APPOINTMENT  ROSIER  SAMPLE 
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PATIENT  RECORD  PULL  LIST 


The  Patient  Record  Pull  List  is  used  to  request 
records  from,  the  Records  Room  for  patients 
booked  into  upcoming  appointments.  These  rec¬ 
ords  will  be  retrieved  from  their  location  and 
delivered  to  the  HCP  handling  the  appointment. 

Each  clinic's  records  will  be  printed  on  a  sepa¬ 
rate  page.  For  a  list  of  patients  with  upcoming 
appointments  ordered  by  patient  name  or  terminal 
digit  sequence,  see  the  Consolidated  Patient 
Record  Pull  List  (Report  #16). 

Enter  'Y'  at  TERMINAL  DIGIT  SEQUENCE  SORT  to 
print  the  reports  in  the  order  of  the  patient's 
terminal  digit.  Enter  'N'  to  print  the  reports 
in  alphabetical  order  by  the  patients'  names. 

If  patient  appointments  are  booked  after  the 
Patient  Record  Pull  List  for  those  dates  has 
been  processed,  enter  the  date  the  Pull  List  was 
last  processed  at  APPOINTED  SINCE  DATE.  The 
report  printed  will  consist  of  a  list  of  the 
patients  booked  for  an  appointment  since  the 
Pull  List  was  last  processed,  allowing  you  to 
pull  those  patients'  records. 
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PATIENT  APPOINTMENT  HISTORY  REPORT 


This  report  lists  the  appointments  scheduled  for 
the  pstient  indicated  for  the  date  range  speci¬ 
fied,  and  provides  a  variety  of  information 
about  the  appointments  booked.  It  includes  the 
appointment  date,  time,  and  type,  the  HCP  who 
handled  the  appointment,  the  appointment  status 
and  cancel  reason,  if  any,  the  clerk  who  booked 
the  appointment,  and  when  it  was  booked. 

The  Patient  Appointment  History  Report  Request 
Screen  works  with  the  PTID  Screen  and  the  Out¬ 
patient  Candidate  List  Screen.  If  you  enter  a 
complete  name  at  PATIENT  on  the  Report  Request 
Screen,  and  that  patient  is  registered  in  the 
MTF,  the  PTID  Screen  will  not  be  displayed.  If 
you  enter  a  partial  name  at  PATIENT,  the  PTID 
Screen  is  displayed.  Identify  the  patient  aa 
outlined  in  Section  2  and  the  Patient  Appointing 
History  Report  Request  Screen  will  be  displayed 
again,  with  the  patient's  full  name  entered  at 
PATIENT. 
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FIGURE  7.3  PATIENT  APPOINTMENT  HISTORY 
REPORT  SAMPLE 
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SCHEDULING  INCONSISTENCY  LIST 


This  report  lists  system  inconsistencies  deter¬ 
mined  by  system  consistency  edits.  Any  schedul¬ 
ing  criteria  thst  do  not  meet  the  system  con¬ 
sistency  stsndsrds  will  sppesr  on  this  report. 

There  are  four  types  of  inconsistencies: 

1.  No  schedule  has  been  created  for  a  clinic's 
HCP. 

2.  The  number  of  days  that  an  HCP's  schedule  is 
opened  into  the  future  is  less  than  the  num¬ 
ber  required  by  the  system. 

3.  A  schedule  has  remained  frozen  for  longer 
than  allowed  by  the  system. 

4.  More  than  2  days  have  passed  since  Patient 
Check-In  was  performed. 

To  view  a  list  of  all  scheduling  inconsistencies 
in  all  clinics  of  your  MTFf  leave  CLINIC  blank; 
otherwise,  specify  the  clinic  desired. 

To  view  s  list  a  ^scheduling  inconsistencies  for 
all  HCPs,  leave  HCP  blank;  otherwise,  specify 
the  HCP  desired. 

To  view  all  scheduling  inconsistencies  for  all 
HCPs  8t  all  clinics,  leave  both  CLINIC  and  HCP 
blank. 
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FIGURE  7.4  SCHEDULING  INCONSISTENCY 
LIST  SAMPLE 
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CLERK  WORKLOAD  STATISTICS  REPORT 


This  report  provides  s  record  of  system  use  for 
sll  clerks  in  sll  clinics  It i  the  MTF  for  the 
date  range  indicated.  Both  FROM  DATE  and  THRU 
DATE  fields  are  required  fields. 
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FIGURE  7.5  CLERK  WORKLOAD  STATISTICS  SAMPLE 
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CLERK  HOURLY  STATISTICS  REPORT 


This  report  provides  a  record  of  system  use  for 
one  or  all  clerks  in  any  MTF.  The  Clerk  Hourly 
Statistics  Report  shows  a  record  of  the  clerks' 
system  use  and  indicates  the  hour  during  which 
the  functions  were  performed,  for  the  date  range 
specified. 

To  view  the  hourly  statistics  for  all  clerks  in 
the  MTF,  leave  FOR  CLERK  blank.  To  view  the 
hourly  statistics  for  an  individual  clerk,  enter 
his/her  User  ID  at  FOR  CLERK. 
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FIGURE  7.6  CLERK  HOURLY  STATISTICS 
REPORT  SAMPLE 
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HCP  STATISTICS  REPORT 

t-K.  record  of  appointment 
This  report  for  the  date  range 

activity  for  a  particular  nu 

indicated. 

To  view  the  statistics  for  statistics 

z  «.  * 

at  HCP. 
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FIGURE  7.7  HCP  STATISTICS  REPORT  SAMPLE 
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CLINIC  STATISTICS  REPORT 


This  report  displays  a  record  of  the  activity  of 
a  clinic  for  the  date  range  apecified.  This 
report  is  sorted  by  HCP  and  shows  the  total  num¬ 
bers  of  appointments  held  at  the  clinics  as  well 
as  the  percentage  of  the  overall  total  repre¬ 
sented  by  each  appointment  type. 

To  view  the  statistics  of  every  clinic,  leave 
CLINIC  blank.  To  view  the  statistics  for  an 
individual  clinic,  enter  its  name  at  CLINIC. 
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FIGURE  7.8  CLINIC  STATISTICS  REPORT  SAMPLE 
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CHARGE  OUT/ROUTING  CARDS 


This  request  screen  crestes  routing  cards  for 
patient  records.  The  Charge  Out/Routing  Cards 
can  be  used  in  the  fileroom  to  indicate  the 
location  of  a  removed  file.  They  can  also  be 
attached  to  records  to  indicate  where  the  pa¬ 
tient  record  should  go. 

At  RECORD  LOCATION,  enter  the  specific  location 
of  the  patient  records.  If  you  leave  the  field 
blank,  a  card  will  be  printed  for  each  record 
room  at  the  MTF. 

At  RECORD  TYPE,  enter  the  specific  type  of  rec¬ 
ord  to  be  pulled.  Leaving  the  field  blank  re¬ 
sults  in  the  printing  of  every  record  type. 

Answer  *Y'  or  'N'  at  TERMINAL  DIGIT  SEQUENCE 
SORT.  If  you  answer  'Y',  the  report  will  liBt 
the  cards  in  order  of  the  patients'  terminal 
digit  sequence.  If  you  answer  *N',  the  cards 
will  appear  in  alphabetical  order  according  to 
the  patients'  names. 

If  patient  appointments  are  booked  after  the 
Patient  Record  Pull  List  for  those  dates  has 
been  processed,  enter  the  date  that  the  list  was 
last  processed  at  APPOINTED  SINCE  DATE  to  re¬ 
ceive  routing  cards  for  those  patients'  records. 

Answer  'N'  at  '3  x  5'  CARD  to  receive  '8.5  x  11' 
cards. 
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PERSONAL  DATA/ PRIVACY  ACT  1974 
PATIENT  RECORD  CHARGE  0 ITT /ROUTING  SLIP 
MEDICAL  RECORD  LOCATION >  CEN 
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APPT  TYPE  GATE  TIME 
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NEX  29  SEP  1986  1500 


PERSONAL  DATA/PRIVACY  ACT  1974 
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FIGURE.  7.9  CHARGE  OUT /ROUTING  CARDS  SAMPLE 
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ACTIVE  DUTY  APPOINTMENT  REPORT 


This  report  provides  general  information  about 
the  appointments  booked  to  active  duty  military 
personnel  and  includes  information  such  as  SSN, 
FMP,  patient  category,  and  flight  status. 

To  view  the  appointments  of  a  specific  military 
unit,  enter  that  unit  at  MILITARY  UNIT.  To  view 
the  appointments  of  all  active  duty  personnel 
regardless  of  unit,  leave  MILITARY  UNIT  blank. 

To  view  only  the  appointments  of  personnel  with 
a  specific  COMMAND  INTEREST  entered  into  their 
records,  enter  that  command  interest  code  at 
COMMAND  INTEREST.  Leave  COMMAND  INTEREST  blank 
if  you  wish  to  view  patient  appointments  re¬ 
gardless  of  command  interest. 

Enter  'Y'  at  FLIGHT  STATUS  ONLY  to  view  only  the 
appointment  records  of  patients  with  a  flight 
status.  Enter  'N*  if  you  do  not  want  to  limit 
the  records  to  those  patients  with  a  flight 
status. 

Enter  'Y*  at  NO  SHOWS  ONLY  to  view  the  appoint¬ 
ment  records  cf  patients  with  an  appointment 
status  of  NS  (No  Show).  Enter  *N'  to  view  pa¬ 
tient  appointments  of  any  status. 
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LIDATED  APPOINTMENT  ROSTER  REPORT 


This  report  lists  scheduled  patients  by  appoint¬ 
ment  time  for  the  date  range  and  clinic  indicat¬ 
ed  on  the  request  screen.  In  addition,  the  re¬ 
port  provides  general  information,  including  the 
patient's  FMP,  sponsor's  SSN,  hone  and  work 
phone  nunbers,  appointment  reason  and  the  ap¬ 
pointment  time,  type,  status,  and  any  special 
remarks. 

Leave  CLINIC  blank  if  you  wish  to  view  all  the 
patients  booked  for  appointments  in  all  the 
clinics  in  the  MTF.  To  view  patients  booked  in¬ 
to  a  specific  clinic,  enter  its  name  at  CLINIC. 

To  view  only  those  patients  whose  appointments 
have  a  specific  status,  enter  that  status  at 
APPT  STATUS.  Leave  the  field  blank  to  view  all 
patients  regardless  of  appointment  status. 
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FIGURE  7.11  CONSOLIDATED  APPOINTMENT 
ROSTER  SAMPLE 
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COMMAND  CLINIC  PERFORMANCE  RECAP  REPORT 


This  report  provides  statistics  about  appoint¬ 
ments  for  the  clinics  in  the  MTF  for  the  date 
range  indicated.  The  report  also  shows  the 
total  number  of  appointments  conducted  by  a 
clinic. 

Leave  CLINIC  blank  if  you  wish  to  view  the  ap¬ 
pointment  record  of  every  clinic  in  the  MTF.  To 
view  the  record  of  s  specific  clinic,  enter  its 
name  at  CLINIC. 
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RECAP  REPORT  SAMPLE 
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PATIENT  NO  SHOW  REPORT 


This  report  shows  information  concerning  8  pa¬ 
tient's  appointment  attendance  history.  The  in¬ 
formation  consists  of  the  total  number  of  ap¬ 
pointments  scheduled  for  the  patient,  and  the 
number  and  percentage  of  those  appointments  that 
were  kept,  cancelled,  and  no  shows. 
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FIGURE  7.13  PATIENT  NO  SHOW  REPORT  SAMPLE 
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HCP  NO  SHOW  REPORT 


This  report  shows  information  regarding  patient 
appointment  attendance  for  HCPs  during  the 
period  of  time  indicated.  The  report  shows  the 
total  number  of  appointments  scheduled  for  an 
HCP,  along  with  the  number  and  percentages  of 
these  appointments  that  were  kept,  cancelled, 
and  no  shows. 
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CLINIC  NO  SHOW  REPORT 


This  report  shows  informstion  regarding  patient 
attendance  Tor  all  clinics  during  the  period  of 
time  indicated.  The  report  shows  the  total  num¬ 
ber  of  appointments  scheduled  at  the  clinic,  and 
the  numbers  and  percentages  of  the  appointments 
that  were  kept,  cancelled,  and  no  shows. 
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FIGURE  7.15  CLINIC  NO  SHOW  REPORT  SAMPLE 
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CONSOLIDATED  PATIENT  RECORD  PULL  LIST 


Thia  report  lists  the  patients  booked  for  ap¬ 
pointments  at  all  clinics.  The  Consolidated 
Patient  Record  Pull  List  is  used  to  request  rec¬ 
ords  from  the  records  room  for  patients  booked 
into  upcoming  appointments. 

Enter  'Y*  at  TERMINAL  DIGIT  SEQUENCE  SORT  to 
print  the  reports  in  the  order  of  the  patient's 
terminal  digit.  Enter  'N'  to  print  the  reports 
in  alphabetical  order  by  the  patients'  names. 
Unlike  the  Pull  Record  List  (Report  7.2),  this 
report  lists  all  patients  booked  for  the  date 
range  specified;  it  does  not  order  the  list  by 
clinic. 

If  patient  appointments  are  booked  after  the  Pa¬ 
tient  Record  Pull  List  for  those  dales  has  been 
processed,  enter  the  date  the  Pull  List  was  last 
processed  at  APPOINTED  SINCE  DATE.  The  report 
printed  will  consist  of  a  list  of  the  patients 
booked  for  an  appointment  since  the  Pull  List 
was  last  processed,  allowing  you  to  pull  those 
patients'  records. 
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FIGURE  7.16  CONSOLIDATED  PULL  LIST 
REPORT  SAMPLE 
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HCP  TEMPLATE  REPORT 
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plate  stored  for  the  HCP  indicated. 


QA173  1.0 


7-36 


NOV  1986 


FIGURE  7.17  HCP  TEMPLATE  REPORT  SAMPLE 
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HCP  SCHEDULE  REPORT 


This  report  shows  the  schedules  of  individusl 

HCPs  for  the  dots  range  specified  on  the  report 

screen.  The  HCP  Schedule  Report  includes  the 
date  of  the  schedule,  the  beginning  and  ending 

tiae  of  the  scheduled  day,  and  the  clinics  at 

which  the  HCP  has  scheduled  appointments. 
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FIGURE  7.18  HCP  SCHEDULE  REPORT  SAMPLE 
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HCP  PROFILE  REPORT 


This  report  shows  the  HCP  Profile  for  the  HCP 
indicated.  The  HCP  Profile  consists  of  the  ap¬ 
pointment  types  profiled  for  the  HCP  and  the  in¬ 
formation  about  those  appointment  types  entered 
on  the  Edit  HCP  Profile  Screen.  For  each  ap¬ 
pointment  type,  thia  information  includes  the 
HCP *8  maximum  number  of  patients,  the  comment  to 
appear  with  every  appointment,  duration  of  the 
appointment,  number  of  patients  seen,  number  of 
overbooks,  the  comment  to  appear  with  that  ap¬ 
pointment  type,  referral  code,  and  the  patient 
records  required. 
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FIGURE  7.19  HCP  SCHEDULING  PROFILE  SAMPLE 

7-41 

QA173  1.0  NOV  1906 


f 


1 


APPOINTING  AND  SCHEDULING  TRAINING  AID 


NON-ACTIVE  DUTY  APPOINTMENT  REPORT 


This  report  shows  the  appointments  booked  for 
non-active  duty  military  personnel  for  the  date 
range  specified. 

If  you  wish  to  view  reports  for  non-active  duty 
personnel  who  have  a  specific  co— land  interest 
entered  in  their  records,  enter  that  particular 
code  at  COMMAND  INTEREST  on  the  request  screen, 
(for  a  list  of  command  interest  codes,  press 
[Help]  with  the  cursor  at  this  field.) 

If  you  wish  to  viaw  reports  for  all  non-active 
duty  personnel  regardless  of  command  interest , 
leave  COMMAND  INTEREST  blank. 

If  you  wish  to  view  the  reports  of  those  non¬ 
active  duty  personnel  whose  appointment  status 
was  No  Show  only,  enter  'Y1  (Yes)  at  NO  SHOW 
ONLY. 

Enter  'N'  if  you  want  to  view  all  appointments. 
The  NO  SHOW  ONLY  field  is  a  required  field.  You 
muet  enter  'Y'  or  'N*. 


OA173  1.0 


7-42 


NOV  1986 


FIGURE  7.20  NON-ftCTIVE  DUTY  APPOINTICNf 
REPORT  SAMPLE 
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REGISTRATION  REPORT 


This  report  details  the  total  number  of  MTF  reg¬ 
istered  patients  by  patient  category  end  by  sex. 

This  report  requires  a  Massive  database  compila¬ 
tion  to  determine  the  number  of  patients  in  each 
patient  category  and  total  them  by  sex;  there¬ 
fore,  the  report  will  run  only  during  the  off- 
peak  hours  specified  by  your  System  Msnager. 

There  will  be  a  time  delay  between  requesting 
the  report  and  the  initiation  of  the  printing. 
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FIGURE  7.21  REGISTRATION  REPORT  SAMPLE 
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MEDICAL  SUMMARY  REPORT 


This  report  details  the  totel  number  of  In¬ 
patient  end  Outpatient  vieita,  by  petient  cate¬ 
gory,  for  ell  registered  patients  of  your  MTF. 

This  report  requires  a  massive  database  compila¬ 
tion  to  determine  the  number  of  visits  in  each 
patient  category  and  total  them  by  clinic; 
therefore,  the  report  will  run  only  during  the 
off-peak  hours  specified  by  your  System  Manager. 

There  will  be  a  time  delay  between  requesting 
the  report  and  the  initiation  of  the  printing. 
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FIGURE  7.22  MEDICAL  SIAMARY  SAMPLE 
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7.1  To  Request  a  Report 


1.  To  access  the  Appointing  and  Scheduling  Re¬ 
ports  Hein  Menu,  enter  'R'  at  ENTER  SELEC¬ 
TION  on  the  Appointing  and  Scheduling  Main 
Menu.  Press  [Return]. 

The  Appointing  and  Scheduling  Reports  Main 
Menu  will  appear,  with  the  curaor  at  ENTER 
SELECTION. 

2.  Enter  the  number  of  the  submenu  you  wish  to 
view.  Press  [Return]. 

The  submenu  you  have  aelected  is  diaplayed. 
At  the  left  of  each  reoort  name  ia  a 
raster. 

3.  At  ENTER  SELECTION,  enter  the  number  of  the 

report  you  are  requesting  and  press 

[Return].  The  following  description  demon¬ 
strates  the  procedure  used  for  completing 
the  Appointment  Roster  Request  Screen. 

The  Appointment  Roeter  Request  Screen  ia 
diaplayed,  with  the  curaor  at  CLINIC. 

4.  Enter  the  clinic  for  which  you  are  request¬ 
ing  reports.  If  you  wish  Appointment  Roster 
Reporta  for  every  clinic  in  the  MTF,  leave 
CLINIC  blank.  Press  [Return]. 

The  curaor  moves  to  HCP. 
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5.  Enter  the  HCP  whose  appointments  you  wish  to 
view.  If  you  wish  to  view  the  appointments 
booked  for  all  HCPs  in  the  clinic  or  MTF, 
leave  the  field  blank.  Press  [Return], 

The  cursor  moves  to  APPOINTMENT  DATE. 

6.  Enter  the  date  for  which  you  wish  to  view 
appointment  records.  Press  [Return]. 

The  cursor  moves  to  APPOINTMENT  STATUS. 

7.  If  you  wish  to  view  records  of  appointments 
with  one  specific  status  only,  enter  it 
at  APPOINTMENT  STATUS.  To  view  records  of 
every  appointment  status,  leave  the  field 
blank.  Press  [Return]. 

The  cursor  moves  to  PRINTER  COPIES. 

8.  Enter  the  number  of  copies  you  want.  To 
view  the  report  on  the  screen  only,  leave 
the  field  blank.  Press  [Return]* 

The  cursor  moves  to  ENTER  SELECTION. 

9.  Press  [Return]. 

The  Appointing  and  Scheduling  Report  Menu  is 
displayed  and  the  report  begins  to  print. 

OR 

The  report  will  be  displayed  on  the  screen 
if  no  printer  copies  were  requested. 
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tr,  To  return  to  the  Appointing  end  Scheduling 
Main  Menu,  prees  [Return]. 

The  Appointing  end  Scheduling  Reports  Mein 
Menu  is  displayed. 

I*.  Press  [Return]. 

The  Appointing  end  Scheduling  Mein  Menu  is 
displayed. 
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